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MEMORANDUM FOR: Deputy Director for Support 
SUBJECT 


Issues 

Records Management Program - Policies 8&S8 - 
Organizational Structure ^ 


1. Paragraph /(r of this memorandum contains recommendations 
for your approval. 

2. Before 1961 responsibility^ for the Records Management Program 
was centralize^ in the Records Management Staff. In 1961 responsibility 
for establishing, maintaining, and directing records programs was 
assigned to the Deputy Directors ^id heads of independent offices . 
Decentralization was not absolute, however, because the function of the 
CIA Records Administration Officer was retained ^ith a minimal central 
staff. He is charged with responsibility^ or furnishing staff guidance , 
assistance, and coordination of the Agency program, and for reviewing 

'll 

and monitoring" 1 the decentralized programs. Neither the centralized 
program that existed before 1961 nor the structure that has existed 
since has fulfilled the fundamental requirement of controlling the 
growth of inactive isx record'material maintained in the offices and 

'll ■% 

stored at the Records Center. 

3. The reasons the centralized program didn’t work before 1961 
are still val£d and it appears that no useful purpose would be hh served 
by considering total centralization as a reasonable alternative now. 
There are also several reasons phe program as established after 1961 
hasn't worked either: 
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a. The present regulation governing the Records Program, 
is ambiguous.) It says there will be an Agency Records 
Program Composed of decentralized programs^) an4--this is the h eg in- 
ning of the ambiguity. It is not clear how one program is expected 
to be constructed out of several. The ambiguity is intensified by 
the distribution of authority and responsibility. All of the 

authority to establish, maintain, and control records programs' 

heads of 

is delegated to the Deputy Directors and/independent offices and 
none is reserved for the "Agency program". > The Agency Records 
Administration Officer (Chief, Records Administration Branch, SSS) 
is made responsible for furnishing staff guidance, assistance, 
and coordination o^the "Agency program" but there is no require-^ 
ment that these services be used. ? He is responsible for "rer 
viewing and monitoring", but there is no obligation to accept or 
respond to his comments and recommendations.: The regulation 
seems to say that the Agency wants it both ways:? decentralized 
programs but centralized control*. A part of the problem is that 
there is no authority and no structure to make it work eithej 
wa| or in combination. 


b. A second reason the program doesn't work effectively 
now is that we operate a central storage facility but exercise 
no control over what comes into it, how long it must be kept, 
or when and if it may be destroyed* Each of the decentralized” 
authorities exercisesthia these controls and jealously guards 
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its right to do so. Theoretically, completely decentralized 
pxograms would include provision for separate storage facilities 
for each program. Clearly this is too outrageous to consider - 
seriously but it does suggest that perhaps some central control 
should be exercised over the use of the Records Center, partic- 
ularly jjLf the managers of the Records Center are to be held 
accountable for volumes retained, and charged with responsibility 

for reducing them to a proportion which will fit within the 

***** 

1 . \ J — TT5 r - ^ Sjfz) j * 


present space, 


* ‘*e! A third reason* the Records Program doesn't work is that 

storage is the only element of the Records Programs that attracts 
attention,]: and even then t-hey only get* attention when the avail- 
able space is used up. Other elements of the Program do not get 
attention because there is almost never a crisis which can be 
directly attributed to them. Managers like to have their records 

programs remain unobtrusive. ' They pKX prefer to let subordinates 

and 

deal with problems of correspondence, reports, forms , /records 

management 

maintenance. There are no eb effective and systematic/systems^to 
deal with reports or forms Jin any of the records programs in the 
Agency yet computer produced reportsjare literally transported 
from computer centers on fork-lift trucks and external printing 
of official forms costs the Agency more than a quarter of a million 
dollars a year. We have no way of knowing how much is spent or 
how much record material is produced for ultimate storage through 
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the uncontrolled development and printing of unofficial, bootJ'leg 

formsj that are used in virtually every operation of the Agency. 

We have no Agency correspondence program and no control over 

copying machineslyet these are probably the primary sources for 

the creation of record^, 1 that will ultimately require storage. 

Moreover, there is no evidence that Agency management wants pro- 
, these 

grams in She vital elements of records management and control, 
yet until „we find some systematic way of dealing with the elements 
of records creatioij we have no hope of dealing^" intelligently with 
storage and disposal". 


d. The Agency last issued reports and forms Jiandbooks 

more than ten years ago Snd the correspondence manual ^was last 

published in 1955 They are hopelessly out of date /Jaut the only 

demand for revision comes from the Clerical Training Faculty 

where they can be used as tools in teaching new clerical employees 

some of the fundamentals. Efforts to revise these publications 

in recent years have repeatedly bogged down in the coordination 

process because it has proven impossible to get agreement among 

the various echelons of management on the basic principles of 

b' 

uniformity and standardization. Reports are generated by subor- 
dinates to give the manager* what they think he wants, not to 


give him what he says he really needs^. Management attitudes 
toward correspondence are very largely esthetic: and practices 
followed in different components are usually developed in terms 


of &ce 

of what is appealing to the eye of the senioEvmanager^or' one of 

his closely associated subordinates. Elements of cost, efficiency 

Approved For Release 2001/07/28 : CIA-RDP74-00390R000300040005-6 * 



Approved For Release 2001/07/28 : Cl, 


90R000300040005-6 


and effectiveness and real need versus nice-to-have are not 

readily apparent to the individual manager?. The return“to be 

gained from uniform practices *and the application of professional 

standards are notf impress ivej in the individual organizational 

unit that they become effective selling points in attempting to 

particular 

persuade the manager that a practice should be adopted. 

The fact that a bloc format justified flush left (the Federal 
Government standard) will save several seconds of a typist's time 
by eliminating tabular indentation, and the fact that a particular 
kind of file folder costs two instead of thirty cents and can save 

A 

one hundred dollars worth of space in a safe /are regarded as 
statistical minutiaB when presented to individual managers. In 
the Agency aggregate, however, hundreds of man hours and thousands 
of dollars might be saved daily By the adoption of a few 
scientifically proven standards. 

e. The Agency has been getting along without; the benefits 
of professional records management; standards for a number of 
years and can ksh£hh continue ~to get along without them if Agency 
management wants it that way. 5 If that is the decision, however, 
we should not retain a centralix staff with pseudo-Agency respon- 
sibilities assigned to it. We should be content )to allow each 
of the several ^ekhe decentralized programs to deal with them in 
their own way. The Records Administration Branc]^ should be 
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relieved of all responsibility for an Agency Program and should 
become the records management unit for the Support Directorate; 
with authority and responsibility prescribed accordingly. This 
does not seem to be a reasonable alternative,; however, because 
it would not only perpetuate, it would intensify the problems 

V 

we h now have with records management. 

3. The problems of the Records Program in the Agency xjaniii will 
not be overcome by decree. They can only be overcome by clear state- 
ment of policy, objectives, and ininis intent, and the creation of a 
realistic structure to make the program work. We need: 


a. The sx strongest possible expression of support from 
the highest levels of Agency management for axtata a totally 
integrated AgEHKysxd Agency-wide Records Management Program in- 
cluding all of the elements of creation, maintenance, and dis- 
position. 


b. To formalize the existing structure, which is composed 
of some sixty - sixty-five people sxsHHg S the°Agency charged with 
records management responsibilities; to provide for the staffii^ 

of these positioniwith f^Lge professionally competent gEHpis 

A i 

personnel; and, ideally, to provide a career service;, .mechanism 

;/ 

for the personnel management of these people and positions. 
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c. A formalized, gs regulated system governing the 
coordination and approval of all actions plating to any element 
of the Records Program. 

d. An authoritative monitoring and review system re- 
porting to the proper level of management with a regulatory vei 
quirement for response to recommendations, implementation of' 
recommendations, and follow-up action. 

e. A systematic way of exercising HHihwxifcy authoritative 
control over materials accepted into the Records Cente£* for 
storage and the length of time that they will be held.; 

4. The Records Administration Branch and the Records Management 
Board are reasonable management instruments for the implementation of 
the Program. A clear statement of Agency records management policy is 
required together with a sharp definition of the authorities and 
responsibilities of each issued in regulatory format. 

5. Many m± parts of the records management function are closely 
related to the information processing function of system analysis and 
design. Competent records management officers are systems analysts 
capable of dealing with the design hh! improved manual systems. This 
is, in fact, what records management officers do in the process of 
evaluating records systems in the offices. In principle the design of 
a hard copy file is as integral a part of the overall information 

7 
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processing system as is a computer file in systems which require 

/*• 4S_ 

automation, end the analyst must be able to deal with it accordingly. 
Manual systems have input, output, processing and filing procedures 
and the competent records management officer must be able to deal with 
all of these parts of the systems. Modern records officers must also 
be capable of recognizing the need and potential for automating systems 
and for designing manual systems which will interface with them smoothly. 

6. Conversely, systems analysts dealing with computer systems 
should have an understanding of, and appreciation for, the skills of 
records managers. Computer systems analysts must have an appreciation 
of the technical requirements for forms design in order to take ad- 
vantage of the most effective methods of preparing him input and output. 
They should at least be conscious of the basic principles of reports 
management and records Kirs storage and mainta^taft&e^ince the automated 
systems they develop are intended primarily to produce reports which 
should be controlled, managed, and eventually stored in accordance with 
sound records management principles . 

7. The records management function is also closely related to, 
but should be separated from, the archives function. The records 
created, processed, maintained and stored today become the archives of 
tomorrow. Careful and prudent selection of archival material is 
facilitated by and dependent upon a well designed and effectively 
managed records program. Early and systematic identification of record 
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material to be retained for archival preservation in a manner which 
does not negate the requirement that records storage be minimized 
requires that the records and archives program be compatible and care- 
fully integrated even though they are separate functions. 

8. Archives are the tools of the historians, who are students 
and scholars. Occasionally the less KHHKKiHH conscientious among the 
historians may be inclined to dispose of a document after its substance 
has been used and recorded in whatever historical account is being 
written. This is a superficial attitude and not a prevalent one. It 
is mentioned only to suggest that while there are significant areas of 
interest common to the historical, archival, and records management 
functions, there can also be some areas of basic conflict of interest 
of the kind which can be most effectively dealt with by/alf of these 
functions under a single management. 

9. In the critical review I submitted Ihk late in January I said 
that it is not to^early to h K ± begin considering the ultimate disposition 
of the SIPS Task Force. The notion that DDS management hh must have 
full responsibility for DDS systems regardless of whether they use com- 
puters, desk calculators, or quill pens is just as valid now as it was 
the 

when we began/systems studies which have grown into the SIPS project. 

We set out deliberately to develop the skills necessary to become 
self sufficient. We acknowledged from the outset that we would have 
to rely on the Office of Computer Services for technical support in 

9 
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the skills of computer systems design and programming in order to 

get the scope of our information processing system requirements 
operational in some reasonable time frame without waiting to develop 
these specialized skills for ourselves. Experience in recent months 
has demonstrated that system responsibility for on-going applications 
is just as intense as it is for new system development. The formation 
of the SIPS Task Force acknowledges that skills in computer systems 
design and programming and analytical skills representing knowledge 
of the subject matter and functions for which systems are being designed 
and operated must be responsive to a single management structure. 
Maintenance of on-going systems, the development of new ones, the adju- 
dication of priorities among them, and the allocation of available 
resources to meet all of these demands can only be reasonably managed 
within a single management chain. This says that we should not be 
looking forward to the disallusion of the SIPS Task Force, but should 
be planning for its absorption into the Support Directorate. 


10. Absorbing the task force into the Support Directorate 

immediately raises the question about the location of the hardware. 

We have said from the beginning that we see no need for the Support 

Directorate to have its own hardware provided that the Office of Corn- 

adequate 

puter Services continues to be able to furnish SBSpMS support. Whether 
computer systems designers and programmers have to be under the same 
management structure as the hardware ii$ a debatable issue, but there is 
a great deal of argument to support the premise that they do not. 
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Computer service bureaus operate all over the country where centrally 

located hardware services a large number and wide variety of computer 
government 

applications. Many /organizations have hardware facilities to serve 
customers in other organizations. We have used some of these hh£ss 4 
ourselves for back-up from time to time and of course, parts of our 
payroll application has been run on hardware at the Treasury Department 
for several years. It doesn't seem too unreasonable to suggest that 

, i4-0<L5 

the Operations Division^ could function as a service bureau in the same 
way. In a sense it operates that way now. Systems designers and pro- 
grammers in the Management Support Division, now a part of the SIPS 
Task Force, and other divisions of OCS are required to submit requests 

for service almost as though they were part of another organization 
.. -i , weight 

entirely. In any event the Mart of the argument^/ supports much more 
conclusively that the analysts, designers and programmers should be 
responsive to the manager who has the problem to be solved anPtfe- 
that they should respond to the manager who controls the hardware. 

While probably it is not prudent to pursue this now I believe our plan- 
ning for the future should anticipate that it will occur. The question 
of whether or not the Support Directorate should have its own hardware, 
however, need not be addressed now. If our applications, when imple- 
mented, require some stand-alone configuration of computing equipment 
it may make sense to have the whole thing in the DDS structure. Whether 
this occurs or not, I don't see that it needs to affect our planning 
now. 
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11. The reason for mentioning the information processing 

. . . . tty 6 

organization in this paper is not only to identify/ relationships and 

similarities with records management but to lead up to the suggestion 
may 

that you/ want eventually to consider the establishment of an Assistant 
xapfcy Deputy Director for Support for Information Processing* who would 
have responsibility for the Support Directorate information processing 
activities, records management activities, archives, and Agency history. 
If that is a reasonable suggestion, actions you take now should be 
consistent with that objective. 

cl XI 

12. The long term objective of such/organizational structure 
would be to provide single management direction to the interrelated 
functions dealing with manual and automated information processing 
systems; creation, maintenance, and disposition of their products; and 
the identification and preservation of those products which have his- 
torical and archival value. It should be at a level of the organization 
which permits it to function across organizational lines and deal 
adequately with systems which have an Agency-wide impact, to adjudicate 
priorities, kh and allocate resources accordingly. 

13. Acknowledging that the creation of such a position and com- 

the question one 

ponent is not a practical step to be taken now /becomes of 

selecting actions which will not be inconsistent with accomplishing 
that objective later if you choose to go in that direction, and which 
may be practical now. In an earlier paper the point has been made that 
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archives should not be a part of the Records Program although the 
archives function is closely related to the records management function. 
The archives function is also closely related to the historical func- 
tion. Each of these units should be brought together under a single 
management. If this can be accomplished now, it should be but if it 
isn’t practical for any reason I would suggest that the archives be 
established as a function separate from the Records Center and responsi- 
bility for it to be assigned to the Historical Staff. The main reason 
for suggesting this as a first step is to reinforce the notion that 
archives are KEpaa separate from records. Preferably, the archives 
function would not be subordinated to the H historical function. 

There could be an archives division and an historical division under 
a single manager. 

14. Another option might be to have a records division, an 
archives division and a historical division under the single management 
of a "Director of Documentation". If this combination of functions can 
be accomplished in one action, it would be desirable to do so. If it 
is not reasonable to accomplish this in a single action, the archives 
and historical functions should be combined first with the records 
function added later. 

15. A third option would be to separate the archives from the 
records function as a separate divisions under the same management. 

The principle disadvantage of this arrangement as a first step is that 

13 
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it would not make as clean a break ao would the existing structure as 
is desirable to gain the independent recognition the archives function 
should have, but would tend to perpetuate the present lack of distinction 
between the functions with the archives subordinated to the records 
management function. If this option is selected, however, a new posi- 
tion should be created for the senior manager responsible for both 
functions with the idea in mind that the incumbent selected would ulti- 
mately be responsible for the records, archives, and historical divisions. 

16. Other options are xxa variations on this theme. It is 

a. 

recommended that:/a separate archives division be created and established 
under signi single management with the Historical Staff with the archives 
and historical functions as separate divisions within the new component. 

b. The records function be added as a third division 
either as a second step to be taken later or as a part of the 
original reorganization action. 

c. That the information processing and regulatory 
functions be added as later steps. 
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Civil Service Commission Standards 
Summary of the Archival Series — • GS - 1420 

The Archivist is Involved in appraising, accessioning, arranging, 
describing, preserving, publishing; or providing reference service from 
records and historic documents. This work requires a professional 
knowledge of the theory, principles, and methodology of archival science. 

He must employ a comprehensive knowledge and understanding of 
1, The history, organization, and operation of the Agency that 
originated the records, 

2* The legislative authorities and responsibilities of the Agency as 
they relate to the development and retention of records, and 
3. The needs of the Agency officials and the aoholars. 

There is a close relationship between the work of Archivists and 
that of historians. The major distinction is the basic nature of their 
concern with records. The Archivist is concerned with the inherent values 
of the records as they relate to the needs of both government officials 
and scholars. The concern of Historians with the records is more 
restricted and more spedifically related to their values as source materials 
in a particular historical study. 

Archivist - GS - 5 thru GS - 13 

Basic functions of the Archivist : 

A. Records appraisal and Disposition: 

(The analysis and evaluation of records to determine their 

values, to provide advice, and to make recommendations or 
Approved For . > 
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B, Arrangement and description: 

(The bringing together of related records in some logical 
order, the providing of fixed and known location for every 
file unit so that it can be found when needed, and the 
preparing of finding aids, such as guides, inventories, 
lists, and catalogs.) 


C. C, Preservation and Rehabilitation: 

(The safeguarding of Archival records from deterioration, 
damage, or destruction or from impairment of their value 
through disarrangement or alteration, and the preserving 
of the records through repair or other rehabilitation.) 


D, Documentary Publication, Historical Editing, and the 
Exhibit of Archival Materials: 

(The publishing of Archival holdings for all users and 
exhibiting Archival documents in the interest of promoting 
a better understanding of events and persons in history.) 


E. Reference Service: 

(Making records and information in or about them available 
In response to intflfidual requests and providing professional 
research support, advice, and consultation to officials 
and scholars.) 
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17 March 1969 


MEMORANDUM FOR: Chief of Planning Staff 
Office of the DDS 


Hodges: 


1. The policy issues confronting the Records Program which 

I discussed with Mr. Bannerman Wednesday relate to the definition of 
what constitutes record material. 

2, At the end of February 1969 the Agency record holdings 
totaled 101,643 cubic feet: supplemental distribution 20,333 cubic 
feet; vital documents 9,169 cubic feet; archives (including materials 
identified for Presidential Libraries) 7,166 cubic feet; and inactive 
records 64,975 cubic feet. 

3, Supplemental distribution is composed of extra copies of 
finished intelligence publications which have been distributed through- 
out the Intelligence Community or the Government at large. These are 
not record material. They are publications and do not qualify tech- 
nically for storage in a records center. They should not be a part of 
the Records Program and responsibility for their custody and adminis- 
tration should be transferred to the DDI. The Chief /Logistics Services 
Division should work with the DDI to find suitable space to accommodate 
the distribution function. 

4. Vital documents are documents selected by the various Agency 

components as being essential to the reconstitution and continuing 
operation of the Agency in the event a catastrophe strikes the. Head- 
quarters Building. They are located A 

to be the emergency relocation site moved 

into the Records Center in 1961 make space ava25X1A 

able to the Office of Coraraunicat^n^ant^T^sav^manpower . The entire 
emergency relocation planning system for the Agency requires re-evaluation 
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Whatever comas of that, vital documents are not record material and 
they do not qualify for storage in the Records Center. In any case, 
most of them aro duplicated elsewhere in the inactive 



5. Archives are historical documents which must be kept per- 
manently. They are different from inactive records. They are histor- 
ically and scholastically significant while inactive records are oper- 
ationally and administratively significant. They are the permanent 
historical documents of the Agency while inactive records are temporary 
extensions of Headquarters file space. Archives are administered dif- 
ferently by different professional competences; they require a higher 
quality of storage space to ensure their permanent preservation; and 
they require a different kind and frequency of servicing than other 
categories of records. The basic premises of permanent archival reten- 
tion are in direct conflict with the basic premises of records disposition. 
The objective of one is to preserve and retain and the objective of the 
other is to dispose and destroy. Archives do not belong in records centers 
witness the separation of the National Archives from the Federal Record 
Centers. 


6. Among the inactive records there are 9,000 cubic feet of 
records from OSS and predecessor organizations. There are also 15,000 
cubic feet of records identified for permanent retention. This 24,000 
cubic foot collection should be transferred to the Archives. Responsi- 
bility for the custody and administration of the archival collection 
should be transferred to the Historical Staff. 

7. Transfer of the supplemental distribution and archives col- 
lections; disposal of the vital documents;; and the. transfer of 24,000 
cubic feet of OSS and inactive, records identified for permanent retention 
to the Archives leaves about 41,000 cubic feet of inactive office records. 
Responsibility of the Records Management and/or the Records Administration 
Branch should be limited to this latter collection. 


8. All of these issues deal exclusively with the storage problem. 
Other elements of the Records Program include correspondence, reports, 
forms, and records' maintenance. The Agency does not have an effective 
records program to deal with any of these other elements. The responsi- 
bility for them has been decentralized to the Directorates and Independent 
Of i ices. None of them has an effective total records management program. 


2 
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The entire structure of the records management program in the Agency 
requires re-examination and change. We must get control over creation 
and maintenance if there is ever to be an effective control over dis- 
position. This problem of structuring the elements of the Records 
Program other than storage and disposal is not among the points I dis- 
cussed with Mr. Bannerman Wednesday morning. It will be the subject 
of a separate discussion and a separate paper. Essentially the issue ■ 
is centralized or decentralized records management. 

25X1A 
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[Public Law 754 — 81st Congbess] 

[Chapteb 849 — 2d Session] 

[S. 3959] 

AN ACT 

To amend the Federal Property and Administrative Services Act of 1949 and 

for other purposes. ’ 

T7 B t f e Jf a f ed by the Senate and House of Representatives of the 
United States of America m Congress assembled , That the Daren - 
thehcal expression appearing in clause (1) of the final sentence of 
subsection (a) of section 109 of the Federal Property and Administra- 
tive Services Act of 1949 (Public Law 152, Eighty-first Congress 1 is 
amended to read as follows: * g eSS ' ) 13 

“(including the purchase from or through the Public Printer for 
warehouse issue, of standard forms, blankbook work, standard speci- 
n cations, and other printed material in common use by Federal arren- 
mes not available through the Superintendent of Documents).” 

cr IV?' mo t n' la m S °! ^ tbc final sentence of subsection (a) of 
?o,Q 109 L Of th °v Federal Property and Administrative Services Act 
of 1949, as hereinbefore amended, is amended to read as follows ■ “ (2) 
for paying the purchase price, transportation to first storage point of 
supplies and services, and the cost of personal services employed 
directly in the repair, rehabilitation, and conversion of personal 
property.” r 

. ( b ) The third sentence of subsection (b) of section 109 of such Act 
is amended to read as 'follows: “On and after such date, such prices 
shall be fixed at levels so as to recover so far as practicable the 
applicable purchase price, the transportation cost to first storage point 
inventory tosses, the cost of personal services employed directly in the 
repair, rehabilitation, and conversion of personal property, and the 
cost of amortization and repair of equipment utilized for lease or rent 
to executive agencies.” 

(c) The amendments made by this section shall be effective on the 
date, not earlier than July 1, 1950, on which the Administrator of 
General Services shall determine that appropriated funds adequate 
t° effectuate the purposes of such amendments have been made 
available. 

Sec. 3. (a) The final sentence of subsection (b) of section 109 of 
the F ederal Property and Administrative Services Act of 1949 is 
amended to read as follows: “Where an advance of funds is not 
made, the General Services Administration shall be reimbursed 
promptly out of funds of the requisitioning agency in accordance 
with accounting procedures approved by the Comptroller General: 
Provided, That m any case where payment shall not have been made 
by the requisitioning agency within forty-five days after the date of 
billing by the Administrator or the date on which an actual liability 
tor supplies or services is incurred by the Administrator, whichever ’ 
is the latex, x’eimbursement may be obtained by the Administrator by 
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the issuance of transfer and counterwarrants, or other lawful transfer 
documents, supported by itemized invoices.” 

(b) Section 109 of the Federal Property and Administrative Serv- 
ices Act of 1949 is amended by adding at the end thereof the following 
new subsection : 

“ (g) Whenever any producer or vendor shall tender any article or 
commodity for sale to the General Services Administration or to any 
procurement authority acting under the direction and control of the 
Administrator pursuant to this Act, the Administrator is authorized 
in his discretion, with the consent of such producer or vendor, to 
cause to be conducted, in such manner as the Administrator shall 
specify, such tests as he shall prescribe to determine whether such 
article or commodity conforms to prescribed specifications and stand- 
ards. When the Administrator determines that the making of such 
tests will serve predominantly the interest of such producer or vendor, 
he shall charge such producer or vendor a fee which shall be fixed 
by the Administrator in such amount as will recover the cost of con- 
ducting such tests, including all components of such cost, determined 
in accordance with accepted accounting principles. When the Admin- 
istrator determines that the making of such tests will not serve pre- 
dominantly the interest of such producer or vendor, he shall charge 
such producer or vendor such fee as he shall del ermine to be reason- 
able for the furnishing of such testing service. All such fees collected 
by the Administrator may be deposited in the General Supply Fund 
to be used for any purpose authorized by subsection 109 (a) of this 
Act.” 

Sue. 4. Paragraphs (1) and (2) of section 203 (]) of the Federal 
Property end Administrative Services Act of 1949 are amended to 
read as follows: 

“(1) Under such re; 'ulations as he may prescribe, the Adminis- 
trator is authorized in his discretion to donate for educational pur- 
poses or public health purposes, including research, in the States, 
Territories, and possessions without cost (except, for costs of care and 
handling) such equipment, materials, books, or other supplies under 
the control of any executive agency as shall have been determined to 
be surplus property and which shall have been determined under 
paragraph (2) or paragraph (3) of this subsection to be usable and 
necessary for educational purposes or public health purposes, includ- 
ing research. 

“(2) Determination whether such surplus property (except surplus 
property donated in conformity with paragraph (3) of this subsec- 
tion) is usable and necessary for educational purposes or public health 
purposes, including research, shall be made by the Federal Security 
Administrator, who shall allocate such property on the basis of needs 
and utilization for transfer by the Administrator of General Services 
to tax-supported medical institutions, hospitals, clinics, health centers, 
school systems, schools, colleges, and universities, and to other non- 
profit medical institutions, hospitals, clinics, health centers, schools, 
colleges, and universities which have been held exempt from taxa- 
tion under section 101 (6) of the Internal Revenue Code, or to State 
departments of education or health foi* distribution to such tax- 
supported and nonprofit medical institutions, hospitals, clinics, health 
centers, school systems, schools, colleges, and universities ; except that 
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in any State where another agency is designated by State law for 
such purpose such transfer shall be made to said agency for such 
distribution within the State,” . . . . , , 

Sec. 5. The Federal Property and Administrative Services Act of 

1949 is amended by — . 

(a) redesignating section 210 thereof as section 212, and wher- 

ever such section number appears in such Act as originally 
enacted, it is amended to conform to the redesignation prescribed 
by this subsection ; . 

(b) inserting in the table of contents appearing m the first 
section of such Act, immediately after the line in which “Sec. 209.” 
appears, the following : 

“Sec. 210. Operation of buildings and related activities. 

“Sec. 211. Motor vehicle identification.” 

(c) inserting, immediately after section 209 thereof, the follow- 
ing new sections : 

“operation op buildings and related activities 

“Sec. 210. (a) Whenever and to the extent that the Administrator 
has been or hereafter may be authorized by any provision of law other 
than this subsection to maintain, operate, and protect any building, 
property, or grounds situated in or outside the District of Columbia, 
including the construction, repair, preservation, demolition, furnish- 
ing, and equipment thereof, he is authorized in the discharge of the 
duties so conferred upon him — . . 

“(1) to purchase, repair, and clean uniforms for civilian 
employees of the General Services Administration who are 
required by law or regulation to wear uniform clothing; 

“(2) to furnish arms and ammunition for the protection force 
maintained by the General Services Administration ; 

“(3) to pay ..ground rent for buildings owned by the United 
States or occupied by Federal agencies, and to pay such rent in 
advance when required by law or when the Administrator shall 
determine such action to be in the public interest ; 

“ (4) to employ and pay personnel employed in connection with 
the functions of operation, maintenance, and protection of prop- 
erty at such per diem rates as may be approved by the Admin- 
istrator, not exceeding rates currently paid by private industry 
for similar services in the place where such services are performed ; 

' “ (5) without regard to the provisions of section 322 of the Act 
of June 30, 1932 (47 Stat. 412), as amended, to pay rental, and 
to make repairs, alterations, and improvements under the terms 
of any lease entered into by, or transferred to, the General Serv- 
ices Administration for the housing of any Federal agency which 
on June 30, 1950, was specifically exempted by law from the 
requirements of said section; 

“(6) to obtain payments, through advances or otherwise, for 
services, space, quarters, maintenance, repair, or other facilities 
. furnished, on a reimbursable basis, to any other Federal agency, 
or any mixed-ownership corporation (as. defined in the Govern- 
ment Corporation Control Act), or the District of Columbia, and 
to credit such payments to the applicable appropriation of the 
General Services Administration; 
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“(7) to make changes in, maintain, and repair the pneumatic 
tube system connecting buildings owned b> the United States or 
occupied by Federal agencies in New York City installed under 
franchise of the city of New York, approved June 29, 1909, and 
June 11, 1928, and to make payments of any obligations arising 
thereunder in accordance with the provisions of the Acts approved 
August 5, 1909 (36 Stat. 120), and May 15, 1928 (45 Stat. 533) ; 

“(8) to repair, alter, and improve rented premises, without 
regard to the 25 per centum limitation of section 322 of the Act 
of June 30, 1932 (47 Stat. 412) , as amended, upon a determination 
by the Administrator that by reason of circumstances set forth 
in such determination the execution of such work, without refer- 
ence to such limitation, is advantageous to the Government in 
terms of economy, efficiency, or national security : Provided , That 
such determination shall show that the total cost (rentals, repairs, 
alterations, and improvements) to the Government for the 
expected life of the lease shall be less than the cost of alternative 
space which needs no such repairs, alterations, or improvements. 
A copy of every such determination so made shall be furnished 
to the General Accounting Office ; 

“(9) to pay sums in lieu of taxes on real property declared 
surplus by Government corporations, pursuant to the Surplus 
Property Act of 1944, where legal title to such property remains 
in any such Government corporation; 

“(10) to furnish utilities and other services where such utilities 
and other services are not provided from other sources to persons, 
firms, or corporations occupying or utilizing plants or portions of 
plants which constitute (A) a part of the National Industrial 
Reserve pursuant to the National Industrial Reserve Act of 1948, 
or (B) surplus real property, and to credit the amounts received 
therefrom to the applicable appropriation of the General Services 
Administration; 

“(11) at the direction of the Secretary of Defense, to use pro- 
ceeds received from insurance against damage to properties of the 
National Industrial Reserve for repair or restoration of the dam- 
aged properties ; and 

“ (12) to acquire, by purchase, condemnation, or otherwise, real 
estate and interests therein. 

“(b) At the request of any Federal agency or any mixed-ownership 
corporation < as defined in the Government Corporation Control Act), 
or the District of Columbia, the Administrator is hereby authorized 
to operate, maintain, and protect any building owned by the United 
States (or, in the case of any wholly owned or mixed-ownership Gov- 
ernment corporation, by such corporation) and occupied by the agency 
or instrumentality making such request. 

“(c) At the request of any Federal agency or any mixed-ownership 
corporation (as defined in the Government Corporation Control Act), 
or the District of Columbia, the Administrator is hereby authorized 
(1) to acquire land for buildings and projects authorized by the 
Congress; (2) to make or cause to be made, under contract- or other- 
wise, surveys and test borings and to prepare plans and specifications 
for such buildings and projects prior to the approval by the Attorney 
General of the title to the sites thereof; and (3) to contract for, and 
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to supervise, the construction and development and the equipping 
of such buildings or projects. Any sum available to any such Fed- 
eral agency or instrumentality for any such building or project may 
be transferred by such agency to the General Services Administration 
in advance for such purposes as the Administrator shall determine 
to be necessary, including the payment of salaries and expenses of 
personnel engaged in the preparation of plans and specifications or 
in field supervision, and for general office expenses to be incurred 
in the rendition of any such service. 

“(d) Whenever the Director of the Bureau of the Budget shall 
deter min e such action to be in the interest of economy or efficiency, he 
shall transfer to the Administrator all functions then vested in any 
other Federal agency with respect to the operation, maintenance, and 
custody of any office building owned by the United States or any 
■wholly owned Government corporation, or any office building or part 
thereof occupied by any Federal agency under any lease, except that 
no transfer shall be made under this subsection — 

“(1) of any post-office building unless the Director shall first 
determine that such building is not used predominantly for post- 
office purposes, and functions which are transferred hereunder to 
the Administrator with respect to any post-office building may be 
delegated by him only to another officer or employee of the General 
Services Administration or to the Postmaster General ; 

“ (2) of any building located in any foreign country ; 

“ (3) of any building located on the grounds of any fort, camp, 
post, arsenal, navy yard, naval training station, airfield, proving 
ground, military supply depot, or school, or of any similar facility 
of the Department of Defense, unless and to such extent as a permit 
for its use by another agency or agencies shall have been issued by 
the Secretary of Defense or his duly authorized representative ; 

“(4) of any building which the Director of the Bureau of the 
Budget finds to be a part of a group of buildings which are (A) 
located in the same vicinitv, (B) utilized wholly or predominantly 
for the special purposes or the agency having custody thereof, and 
(C) not generally suitable for the use of other agencies; or 
“(5) of the Treasury Building, the Bureau of Engraving and 
Printing Building, the buildings occupied by the National Bureau 
of Standards, and the buildings under the jurisdiction of the 
regents of the Smithsonian Institution. 

“(e) Notwithstanding any other provision of law, the Adminis- 
trator is authorized, in accordance with policies and directives pre- 
scribed by the President under section 205 (a) and after consultation 
with the heads of the executive agencies affected, to assign and reassign 
space of all executive agencies in Government-owned and leased build- 
ings in and outside the District of Columbia upon a determination by 
the Administrator that such assignment or reassignment is advan- 
tageous to the Government in terms of economy, efficiency, or national 
security. 

“motor VEHICLE IDENTIFICATION' 

“Sec. 211. Under regulations prescribed by the Administrator, 
every motor vehicle acquired and used for official purposes within the 
United States, its Territories, or possessions, by any Federal agency 
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or the District of Columbia shall be conspicuously identified by 
showing thereon either (a) the full name of the department, establish- 
ment, corporation, or agency by which it is used and the service in 
which it is used, or (b) a title descriptive of the service in which it is 
used if such title readily identifies the department, establishment, 
corporation, or agency concerned, and the legend ‘For official use 
only’ : Provided , That the regulations issued pursuant to this section 
may provide for exemptions from the requirement of this section when 
conspicuous identification would interfere with the purpose for which 
a vehicle is acquired and used.” 

Sec. 6. The Federal Property and Administrative Services Act of 
1949 is amended by — 

(a) redesignating “title V” of such Act as “title VI” thereof, 
and “title V”, wherever it appears therein, is amended to read 
“title VI”; 

(b) redesignating sections 501-505, inclusive, of such Act, 
respectively, as sections 601-605, inclusive, thereof, and wherever 
any such section number appears in such Act as originally enacted, 
it is amended to conform in numbering to the redesignation pre- 
scribed by this subsection; 

(c) inserting at the proper place in the table of contents to such 
Act the following : 


“Title V — Federal Records 

“Sec. 501. Short title. 

“See. 502. Custody and control of property. 

“Sec. 503. National Historical Publications Commission. 

“Sec. 504. Federal Records Council. 

“Sec. 505. Records management ; the Administrator. 

“Sec. 50G. Records management; agency heads. 

“Sec. 507. Archival administration. 

“Sec. 50S. Reports. 

“Sec. 509. Legal status of reproductions. 

“Sec. 510. Limitation on liability. 

“Sec. 511. Definitions.” 

(d) inserting, immediately following title IV thereof, the 
following new title; 

“TITLE V— FEDERAL RECORDS 

“siiokt title 

“Sec. 501. This title may be cited as the ‘Federal Records Act of 
1950’. 

“custody and control or property 

“Sec. 502. The Administrator shall have immediate custody and 
control of the National Archives Building and its contents, and shall 
have authority to design, construct, purchase, lease, maintain, operate, 
protect, and improve buildings used by him for the storage of records 
of Federal agencies in the District of Columbia and elsewhere. 

“national historical publications commission 

“Sec. 503. (a) There is hereby created a National Historical Publi- 
cations Commission consisting of the Archivist (or an alternate desig- 
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rated by him), who shall be Chairman; the Librarian of Congress 
(or an alternate designated by him) ; one Member of the United States 
Senate to be appointed, for a term of four years, by the President of 
the Senate; one Member of the House of Representatives to bo 
appointed, for a term of two years, by the Speaker of the House of 
Representatives; one representative of the judicial branch of the Gov- 
ernment to be appointed, for a term of four years, by the Chief Justice 
of the United States; one representative of the Department of State 
to be appointed, for a term of four years, by the Secretary of State; 
one representative of the Department of Defense to be appointed, for 
a term of four years, by the Secretary of Defense; two members of the 
American Historical Association to be appointed by the council of 
the said association, one of whom shall serve an initial term of two 
years and the other an initial term of three years, but their successors 
shall be appointed for terms of four years ; and two other members 
outstanding in the fields of the social or physical sciences to be 
appointed fiy the President of the United States, one of whom shall 
serve an initial term of one year and the other an initial term of three 
years, but their successors shall be appointed for terms of four years. 
The Commission shall meet annually and on call of the Chairman. 

“(b) Any person appointed to fill a vacancy in the membership of 
the Commission shall be appointed only for the unexpired term of the 
member whom he shall &iccnVl, and his appointment shall be made in 
y^Vf^ianner in which 'the appointment of his predecessor was 

made. . 

“(c) The. Commission is authorized to appoint, without reference to 
the Classification Act of 1949 (Public Law 429, 81st Cong ress, approved 
October 28, 1949) , an executive director and such editorial and clerical 
staff as the Commission may determine to be necessary. Members of 
the Commission who represent any branch or agency of the Govern- 
ment shall serve as members of the Commission without additional 
compensation. All members of the Commission shall be reimbursed 
for transportation expenses incurred in attending meetings of the 
Commission, and all such members other than those who represent any 
branch or agency of the Government of the United Spates shall receive 
in lieu of subsistence en route to or f com or at the place of such service, 
for each day actually spent in connection with the performance of their 
duties as members of such Commission, such sum, not to exceed $25, as 
the Commission shall prescribe. 

« “(d) The Commission shall make plans, estimates, and recommenda- 

tions for such historical works and collections of sources as it deems 
appropriate for printing or otherwise recording at the public expense. 
The Commission shall also cooperate with and encourage appropriate 
Federal, State, and local agencies and nongovernmental institutions, 
societies, and individuals in collecting and preserving, and, when it 
deems such action to be desirable, in editing and publishing the papers 
of outstanding citizens of the United States and such other documents 
as may be important for an understanding and appreciation of the 
history of the United States. The Chairman of the Commission shall 
transmit to the Administrator from time to time, and at least once 
annually, such plans, estimates, and recommendations as have been 
approved by the Commission. 
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“federal records council 

“Sec. 504. The Administrator shall establish a Federal Records 
Council, and shall advise and consult with the Council with a view 
to obtaining its advice and assistance in carrying out the purposes 
of this title. The Council shall include representatives of the legisla- 
tive, judicial, and executive branches of the Government in such num- 
ber as- the Administrator shall determine, but such Council shall 
include at least four representatives of the legislative branch, at least 
two representatives of the judicial branch, and at least six representa- 
tives of the executive branch. Members of the Council representing 
the legislative branch shall be designated, in equal number, by the 
President of the Senate and the Speaker of the House of Representa- 
tives, respectively. Members of the Council representing the judicial 
branch shall be designated by the Chief Justice of the United States. 
The Administrator is authorized to designate from persons named 
by the head of any executive agency concerned, not more than one 
representative from such agency to serve as a member of the Council. 
Members of the Council shall serve without compensation, but shall 
be reimbursed for all necessary expenses actually incurred in the 
performance of their duties as members of the Council. The Council 
shall elect a chairman from among its own membership, and shall 
meet at least once annually. 

“records management; thp^administrator -TtfftV 

“Sec. 505. (a) The Administrator shall make provisions for the 
economical and efficien t mana gement o f rec ords ~ol Federal agencies 
(TTby tuialyzing" developing, promoting, and coor3maIihg~stirSrards7 
procedures, and techniques designed to improve the management of 
records, to insure the maintenance and security of records deemed 
appropriate for preservation, and to facilitate the segregation and 
disposal of records of temporary value, and (2) by promoting the 
efficient and economical utilization of space, equipment, and supplies 
needed for the purpose of creating maintaining’ storing, and servicing 
records. 

“(b) The Administrator shall establish standards f or the selective 
retention of records of continuing value, and assist Feeler al agencies in 
applying such standards to records in their custody : and he shall notify 
the head of any Federal agency of any actual, impending, or threat- 
ened unlawful removal, defacing, alteration, or destruction of records 
in the custody of such agency that shall come to his attention, and 
assist the head of such agency in initiating action through the Attorney 
General for the recovery of such records as shall ha ve been unlawfully 
removed and for such other redress as may bo provided by law. 

“(c) The Administrator is authorized to inspect or survey person- 
ally or by deputy the records of any Federal agency, as well as to make 
surveys of records management and records disposal practices in such 
agencies, and shall be given the full cooperation of officials and 
employees of agencies in such inspections and surveys: Provided, 
That records, the use of which is restricted by or pursuant to law or 
for reasons of national security or the public interest, shall be inspected 
or surveyed in accordance with regulations promulgated by the Admin- 
istrator, subject to the approval of the head of the custodial agency. 

“(d) The Administrator is authorized to establish, maintain, and 
operate records centers for the storage, processing, and servicing of 
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records for Federal agencies pending their deposit with the National 
Archives of the United States or their disposition in any other manner 
authorized by law ; and to establish, maintain, and operate centralized 
microfilming services for Federal agencies. 

“(e) Subject to applicable provisions of law, the Administrator 
shall promulgate regulations governing the transfer of records from 
the custody (it one executive agency to that of another. 

“(f) The Administrator may empower any Federal agency, upon 
the submission of evidence of need therefor, to retain records for a 
longer period than that specified in disposal schedules approved by 
Congress, and, in accordance with regulations promulgated by him, 
may withdraw disposal authorizations covering records listed in dis- 
posal schedules approved by Congress. 



“records management; agency heads 

“Sec. 503. (a) The head of each Federal agency s hall cause to be 
made and pr eserved records co ntaining adequate and proper docu- 
fneffiation of the organization, functions, policies, decisions, pro- 
cedures, and essential transactions of the. agency and designed to 
furnish the information necessary to protect the legal and financial 
rights of the Government and of persons directly affected by the 
agency’s activities. 

“(b) The head of each Federal agency shal l.establish and maintain 
an active, continuing program for the economical and eiticient manage- 
ment of the Record s off he agency? Buch program shall, amoiig other 
things, provide for (1) effective controls over the yreation, i gainte^ 
nance, add use of records in the conduct of current business; (2) 
cooperation with the Administrator in applying standards, procedures, 
and techniques designed to improve the managemen t o f records, pro- 
mote the maintenance and security of ret ails de emed appropriate for 
preservatio n, and facilitate the segregation , and disp osal of records of 
temporary value; and (3) compliance with the provisions of this 
title and the regulations issued thereunder. 

“(c) Whenever the head of a Federal agency determines that sub- 
stantial economies or increased operating efficiency can be effected 
thereby, he shall provide for the storage, processing, and servicing of 
records that are appropriate therefor in a records center maintained 
and operated by the Administrator or, when approved by the Admin- 
istrator, in such a center maintained and operated by the head of such 
Federal agency. 

“(d) Any official of the Government who is authorized to certify 
to facts on the basis of records in his custody, is hereby authorized to 
certify to facts on the basis of records that have been transferred by 
him or his predecessors to the Administrator. 

“(e) The head of each Federal agency shall establish such safe- 
guards against the removal or loss of records as he shall determine 
to be necessary and as may be required by regulations of the Admin- 
istrator. Such safeguards shall include making it known to all offi- 
cials and employees of the agency (1) that no records in the custody 
of the agency are to be alienated or destroyed except in accordance 
with the provisions of the Act approved July 7, 1943 (57 Stat. 380- 
383), as amended July 6, 1945 (59 Stat, 434), and (2) the penalties 
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provided by law for the unlawful removal or destruction of records. 

“(f) The head of each Federal agency shall notify the Administra- 
tor of any actual, impending, or threatened unlawful removal, defac- 
ing, alteration, or destruction of records in the custody of the agency 
of which he is the head that shall come to his attention, and with 
the assistance of the Administrator shall initiate action through the 
Attorney General for the recovery of rechrds'he knows* or hasteason 
to believe have been unlawfully removed from his agency, or from 
any other Federal agency whose records have been transferred to his 
legal custody. 

“(g) Nothing in this title shall be construed as limiting the author- 
ity of the Coihptroller General of the United States with respect to 
prescribing accounting systems, forms, and procedures, or lessening 
the responsibility of collecting and disbursing officers for rendition 
of their accounts for settlement by the General Accounting Office. 

' ■ - “ARCHIVAL ADMINISTRATIOir 

“Sec. 507. (a) The Administrator, whenever it appears to him to be 
in the public interest, is hereby authorized — 

“(1) to accept for deposit with the National Archives of the 
United States the records of any Federal agency or of the Congress 
of the United States that are determined by the Archivist to have 
sufficient historical or other value to warrant their continued 
preservation by the United States Government; 

i, (2)f fo* direct 'and effect, witlithe approval of the head of the 
originating agency (or*if the existence of‘srtch agency shall have 
' ' been terminated, then with the* approval of his successor in func- 
tion, if any), the transfer of records deposited (or ’approved fdt 
deposit) with the National Archives of the United States to public 
or educational institutiofls or associations : Provided, That the title 
, to such records shall remain vested in the United States unless 

• otherwise authorized by Corigres?; and — 

“(3) to direct and effect the transfer of materials from private 
sources authorized to be received by the Administrator by the 
provisions of subsection (e) of this section. 

“(b) The Administrator shall be responsible for the custody, use, 
and withdrawal of records transferred to him : Provided , That when- 
ever any records the use of which is subject to statutory limitations 
and restrictions are so transferred, permissive and restrictive statutory 
provisions with respect to the examination and use of such records 
applicable to the head of the agency from which the records were 
transferred or to employees of that agency shall thereafter likewise 
be applicable to the Administrator, the Archivist, and to the employees 
of the General Services Administration, respectively : Provided fur- 
ther , That whenever the head of any agency shall specify in writing 
restrictions that appear to him to be necessary or desirable in the public 
interest, on the use or examination of records being considered for 
transfer from his custody to the Administrator, the Administrator 
shall impose such restrictions on the records so transferred, and shall 
not remove or relax such restrictions without the concurrence in writ- 
ing of the head of the agency from which the material shall have been 
transferred (or if the existence of such agency shall have been ter- 
minated, then he shall not remove or relax such restrictions without 
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the concurrence of the successor in function, if any, of such agency 
head) : Provided , however , That statutory and other restrictions 
referred to in the provisos of this subsection shall not remain in force 
or effect after the records have been in existence for fifty years unless 
the Administrator by order shall determine with respect to specific 
bodies of records that such restrictions shall remain in force and 
effect for a longer period: Arid provided further , That restrictions on 
the use or examination of records deposited with the National Archives 
of the United States heretofore imposed and now in force and effect 
under the terms of section 3 of the National Archives Act, approved 
June 19, 1934, shall continue in force and effect regardless of the 
expiration of the tenure of office of the official who imposed them but 
may be removed or relaxed by the Administrator with the concurrence 
in writing of the head of the agency from which material has been 
transferred (or if the existence of such agency 'shall have been ter- 
minated, then with the concurrence in writing of his successor in 
function, if any). 

“(c) The Administrator shall make provisions for the preservation, 
arrangement, repair and rehabilitation, duplication and reproduction 
(including microcopy publications), description, and exhibition of 
records transferred to him as may be needful or appropriate, includ- 
ing the preparation and publication of inventories, indexes, catalogs, 
and other finding aids or guides facilitating their use; and, when 
approved by the National Historical Publications Commission, he may 
also publish such historical works and collections of sources as seem 
appropriate for printing or otherwise recording at the public 
expense. 

' “(d) The Administrator shall make such provisions and maintain 
such facilities as he deems necessary or desirable for servicing records 
in his custody that are not exempt from examination by statutory 
provisions or other restrictions. 

“ (e) The Administrator may accept for deposit — 

“(1) the personal papers and other personal historical docu- 
mentary materials of the present President of the United States, 
his successors, heads of executive departments, and such other 
officials of the Government as the President may designate, offered 
for deposit under restrictions respecting their use specified in 
j writing by the prospective depositors: Provided , That restric- 

tions so specified on such materials, or any portions thereof, 
accepted by the Administrator for such deposit shall have force 
and effect during the lifetime of the depositor or for a period 
not to exceed twenty -five years, whichever is longer, unless sooner 
terminated in writing by the depositor or his legal heirs: And 
provided further , That the Archivist determines that the mate- 
rials accepted for such deposit will have continuing historical or 
other values ; 

“(2) motion-picture films, still pictures, and sound recordings 
from private sources that are appropriate for preservation by 
the Government as evidence of its organization, functions, poli- 
cies, decisions, procedures, and transactions. 

Title to materials so deposited under this subsection shall pass to and 
vest in the United States. 
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“ (f) The Administrator is hereby authorized to make and preserve 
motion-picture films, still pictures, and sound recordings pertaining to 
and illustrative of the historical development of the United States 
Government and its activities, and to make provisions for preparing, 
editing, titling, scoring, processing, duplicating, reproducing, exhibit- 
ing, and releasing for nonprofit educational purposes, motion-picture 
films, still pictures, and sound recordings in his custody. 

“reports 

“Sec. 508. (a) The Administrator is hereby authorized, whenever 
he deems it necessary, to obtain reports from Federal agencies on their 
activities under the provisions of this title and the Act approved July 
7, 1943 (57 Stat. 380-383), as amended July 6, 1915 (59 Stat. 434). 

“(b) The Administrator shall, whenever he finds that 'any provi- 
sions of this title have been or are being violated, inform in writing 
the head of the agency concerned of such violations and make recom- 
mendations regarding means of correcting them. Unless corrective 
measures satisfactory to the Administrator are inaugurated within a 
reasonable time, the Administrator shall submit a written report 
thereon to the President and the Congress. 

“legal status of reproductions 

“Sec. 509. (a) Whenever any records that are required by statute to 
be retained indefinitely have been reproduced by photographic, micro- 
photographic, or other processes, in accordance with standards estab- 
lished by the Administrator, the indefinite retention of such photo- 
graphic, microphotographic, or other reproductions will be deemed to 
constitute compliance with the statutory requirement for the indefinite 
retention of such original records. Such reproductions, as well as 
reproductions made in compliance with regulations promulgated to 
carry out this title, shall have the same legal status as the originals 
thereof. 

“(b) There shall be an official seal for the National Archives of the 
United States which shall be judicially noticed. When any copy or 
reproduction, furnished under the terms hereof, is authenticated by 
such official seal and certified by the Administrator, such copy or repro- 
duction shall be admitted in evidence equally with the original from 
which it was made. 

“(c) The Administrator may charge a fee not in excess of 10 per 
centum above the costs or expenses for making or authenticating copies 
or reproductions of materials transferred to his custody. All such fees 
shall be paid into, administered, and expended as a part of the National 
Archives Trust Fund provided for in section 5 of the Act approved 
July 9, 1941. There shall be no charge for making or authenticating 
copies or reproductions of such materials for official use by the United 
States Government: Provided , That reimbursement may be accepted 
to cover the cost of furnishing such copies or reproductions that could 
not otherwise be furnished. 

“limitation on liability 

“Sec. 510. With respect to letters and other intellectual productions 
(exclusive of material copyrighted or patented) after they come into 
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the custody or possession of the Administrator, neither the United 
States nor its agents shall be liable for any infringement of literary 
property rights or analogous rights arising thereafter out of use of 
such materials for display, inspection, research, reproduction, or other 
purposes. 

“definitions 

“Seo. 511. When used in this title— 

“(a) The term ‘records’ shall have the meaning given to such term 
by section 1 of the Act entitled ‘An Act to provide for the disposal of 
certain records of the United States Government’, approved July 7, 
1943 (57 Stat. 380, as amended ; 44 U. S. C. 360) ; 

“(b) The term ‘records center’ means an establishment maintained 
by the Administrator or by a Federal agency primarily for the stor- 
age, servicing, security, and processing of records that must be pre- 
served for varying periods of time and need not bo retained in office 
equipment and space ; 

“(c) The term ‘servicing’ means making available for use infor- 
mation in records and other materials in the custody of the 

A.dininistr£itor — • 

“(1) by furnis hin g such records or other materials, or infor- 
mation from such records or other materials, or copies or repro- 
ductions thereof to agencies of the Government for official use 
and to the public ; and . . 

“(2) by making and furnishing authenticated or unauthenti- 
cated copies or reproductions of such records and other materials ; 
“(d) The term ‘National Archives of the United States’ _ means 
those official records that have been determined by the Archivist to 
have sufficient historical or other value to warrant their continued 
preservation by the United States Government, and have been accepted 
by the Administrator for deposit in his custody ; 

“ ( e) The term ‘unauthenticated copies’ means exact copies or repro- 
d. notions of records or other mfiterictls thnt nre not certified jis such 
under seal and that need not be legally accepted as evidence ; and _ 
“(f) The term ‘Archivist’ means the Archivist of the United 

St £- 7. The Federal Property and Administrative Services Act of 

1949 is further amended by— 

(a) striking out the word “and” preceding “(2)” m subsection 

(d) of section 3 thereof; substituting a semicolon for the period 
at the end of said subsection; and adding at the end of such 
subsection the following: “and (3) records of the Federal 
Government.” ; . 

(b) striking out, in section 208 (a) thereof, the expression “and 
V”, and inserting in lieu thereof the expression “V, and VI” ; 

(c) striking out, in section 208 (b) thereof, the expression 
“and V”, and inserting in lieu thereof the expression “V, and 
VI”; 

(d’) striking out the word “and” at the end of paragraph (30) 
of section 602 (a) ; striking out the period at the end of paragraph 
(31) of section 602 (a) and inserting in lieu thereof a semicolon; 
and adding at the end of section 602 (a) the following new 
paragraphs : 
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“(32) the Act entitled ‘An Act to establish a National Archives 
of the United States Government, and for other purposes’, 
approved June 19, 1934 (48 Stat. 1122-1124, as amended; 44 
U. S. C. 300, 300a, 300c-k) ; and 

“(33) section 4 of the Act of February 3, 1905 (33 Stat. 687, 
as amended; 5 U. S. C. 77).” 

(e) amending subsection 602 (b) and (c) thereof to read as 
follows : 

“(b) There are hereby superseded — 

“(1) the provisions of the first, third, and fifth paragraphs of 
section 1 of Executive Order Numbered 6160 of June 10, 1933, 
insofar as they relate to any function now administered by the 
Bureau of Federal Supply except functions with respect to stand- 
ard contract forms ; and 

“ (2) sections 2 and 4 of the Act entitled ‘An Act to provide for 
the disposal of certain records of the United States Government’, 
approved July 7, 1943 (57 Stat. 381, as amended; 44 U. S. C. 367 
and 369 ) , to the extent that the provisions thereof are inconsistent 
with the provisions of title V of this Act. 

“(c) The authority conferred by this Act shall be in addition and 
paramount to any authority conferred by any other law and shall not 
be subject to the provisions of any law inconsistent herewith, except 
that sections 205 (b) and 206 (c) of this Act shall not be applicable 
to any Government corporation or agency which is subject to the 
Government Corporation Control Act (59 Stat. 597; 31 U. S. C. 8-41).” 

(f) amending paragraphs (17), (18), and (19) of section 602 
(d) thereof to read as follows: 

“ (17) the Central Intelligence Agency ; 

“(18) the Joint Committee on Printing, under the Act entitled 
‘An Act providing for the public printing and binding and the 
distribution of public documents’ approved January 12, 1895 (28 
Stat. 601 ) , as amended or any other Act ; or 

“(19) for such period of time as the President may specify, 
any other authority of any executive agency which the President 
determines within one year after the effective date of this Act 
should, in the public interest, stand unimpaired by this Act.” 

(g) striking out the period at the end of section 603 (a) thereof 
and inserting in lieu thereof a comma and the following: “includ- 
ing payment in advance, when authorized by the Administrator, 
for library memberships in societies whose publications are 
available to members only, or to members at a price lower than 
that charged to the general public.” 

Sec. 8. (a) Subsection 3 (b) of the Federal Property and Adminis- 
trative Services Act of 1949 is amended to read as follows : 

“(b) The term ‘Federal agency’ means any executive agency or any 
establishment in the legislative or judicial branch of the Government 
(except the Senate, the House of Representatives, and the Architect 
of the Capitol and any activities under his direction) .” 

(b) Section 201 (b) of the Federal Property and Administrative 
Services Act of 1949 is amended by striking out the expression “or the 
Senate, or the House of Representatives,”. 

, ( c ) Section 602 of the Federal Property and Administrative Serv- 
ices Act of 1949 is amended by redesignating subsection (e) thereof 
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as subsection (f), and 
thereof, the following new subsection : 


inserting, immediately after subsection 


(d) 


Capitol and any building, activity, or function under his direction), 
but any of the services and facilities authorized by this Act to be 
rendered or furnished shall, as far as practicable, bo made available 
to the Senate, the House of Representatives, or the Architect of the 
Capitol, upon their request, and, if payment would be required lor the 
rendition or furnishing of a similar service or facility to an executive 
agency, payment therefor shall be made by the recipient thereof, upon 
presentation of proper vouchers, in advance or by reimbursement (as 
may be agreed upon by the Administrator and the officer or body 
making such request). Such payment may be credited to the appli- 
cable appropriation of the executive agency receiving such payment. 

Seo. 9. The Federal Property and Administrative Services Act ot 
1949, section 205 (h) , is hereby amended by striking out the last word 
of the sentence “title” and inserting in lieu thereof the word Act . 

Sec 10 (a) Whenever any contract made on behalf of the (govern- 
ment by the head of any Federal Agency, or by officers authorized by 
him so to do, includes a provision for liquidated damages for delay, 
the Comptroller General upon recommendation of such head is author- 
jzed and empowered to remit the whole or any part of such damages as 
in his discretion may be just and equitable, 

(b) Section 306 of the Federal Property and Administrative Serv- 
ices Act of 1949, is hereby repealed, and this section shall be ellective 


u (©) No provision of this Act, as amended, shall apply to the {Senate 
the House of Representatives (including the Architect of the 


Sec. 11. All laws or parts of laws in conflict with the provisions of 
this Act or with any amendment made thereby are, to the extent of 
such conflict, hereby repealed. 

Approved September 5, 1950. 
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Sec. 

101-11.4911 United States Government 
Memorandum/. 

101-11.4912 Optional Form 10: United 

States Government Memo- 
randum. 

101-11.4913 Standard Form 63: Memo- 

randum of Call. 

101-11.4914 Standard Form 65: U.S. Gov- 
ernment Messenger En- 
velope. 

101-11.4916 Optional Form 27: United 

States Government 2-Way 
Memo. 

101-11.4916 “Guides to Simplified In- 

formal Correspondence”. 

101-11.4917 GSA Form 2034: Vital Rec- 
ords Protection Status Re- 
port (Part I— Emergency 
Operating Records). 

101-11.4918 GSA Form 2035: Vital Rec- 
ords Protection Status Re- 
port (Part II — Rights and 
Interests Records). 

101-11.4919 [Reserved] 

101-11.4920 Standard Form 152: Request 
for Clearance and Procure- 
ment-Standard and Op- 
tional Forms. 

’‘101-11.4921 Standard Form 180: Request 
Pertaining to Military 
>• Records. 


PART 101-12— [RESERVED] 


PART 101-13— PRESERVATION OF 
RECORDS BY WAR CONTRACTORS 


Sec. 


101-13.1 Scope of regulation. 

101-13.2 ’ Responsibility of the war con- 
tractor. 

101-13.3 Records not to be destroyed for 
stated period. 

101-13.4 Partial settlements, exclusions or 
exceptions. 

101-13.4a Exemptions. 

101-13.5 Duplicate copies. 

101-13.6 Authorization to destroy if photo- 
graphs are retained. 

101-13.7 Features which photography 
would not clearly reflect. 

10R-13.8 Arrangement, classification and 
self-ldentlflcatlon of records. 

101-13.9 Minimum standards for film and 
processing. 

101-13.10 Certificate of authenticity. 

101-13.11 Additional special requirements 
for microfilm. 

101-13.12 Indexing and retention of photo- 
graphs. 
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/ 

Subpart 101—11.2 — Creation of 
Records 

§ 101—11.200 Scope of subpart. 

(a) Sections 505 and 506 of the Fed- 
eral Records Act of 1950 (44 U.S.C. 395, 
396) place upon the Administrator of 
General Services and the heads of Fed- 
eral agencies responsibility for the de- 
velopment and implementation of stand- 
ards and programs for the economical 
and efficient management of Federal rec- 
ords. Specifically, the Act requires that 
each Federal agency provide for effective 
controls over the creation of records, in- 
cluding the making of records contain- 
ing adequate and proper documentation 
of agency administration and operations. 

(b) Effective controls over records cre- 
ation must encompass all types of records 
at all levels of organization, central office 
and field. Specifically, there are four 
types of records which require continuing 
attention. These types — correspond- 
ence, reports, forms, and directives — are 
common to all agencies. Generally these 
records are created on sheets of paper, 
but they may also appear on punch cards, 
film, tape, and other media. 

§101—11.201 General provisions. 
§101—11.201—1 Agency action. 

(a) The head of each Federal agency, 
in meeting the requirements of section 
506 of the Federal Records Act of 1950 
for controlling the creation of records, is 
expected to observe the program respon- 
sibilities and standards set forth in this 
Subpart 101-11.2. These responsibilities 
and standards are basic to the Govern- 
ment-wide control of records creation; 
however, the application of the program 
responsibilities by individual agencies 
may be influenced by factors such as 
agency size, organization, mission, and 
paperwork activity. 

p* <b) Each Federal agency is expected 
‘ to: 

(1) Assign to an office (s) of the 
agency the responsibility for the de- 
velopment and implementation of 
agencywide management programs for 
correspondence, reports, forms, ADP 
records, and directives and for adequate 
and proper documentation. When or- 
ganization arrangement, size, or com- 
plexity requires, actual control may be 

L established at bureau, service, or office 
level, Programs at these control points 


101-11. 202-2(b) 


will operate within the framework of the"* 1 ■ 
overall agency plan. -_J ! 

(2) Issue a directive (s) establishing 
program objectives, responsibilities, and 
authorities. A copy of each directive 
issued (and subsequent amendments of 
supplements) should be readily avail- 
able for inspection by the National Ar- 
chives and Records Service, GSA. 

§ 101—11.202 Adequate and proper doc- 
umentation. 

§ 101—11.202—1 Statutory responsibili- 
ties. 

(a) Section 505(a) of the Federal Rec- | 

ords Act of 1950 (44 U.S.C. 395(a) ) vests ' ! 
in the Administrator of General Services i 
responsibility for developing and issuing 
standards to improve the management 

of records. i 

(b) Section 506(a) of the Federal 
Records Act of 1950 (44 U.S.C. 396(a)) 
requires that the head of each Federal 
agency “shall cause to be made and pre- 
served records containing adequate and !■ 
proper documentation of the organiza- 
tion, functions, policies, decisions, pro- ; 
cedures, and essential transactions of the j 
agency and designed to furnish thq- in- 1 
formation necessary to protect the legal I 
and financial rights of the Government 
and of persons directly affected by the ! 
agency’s activities.” 

§ 101—11.202—2 Documentation staiul- 

. nrds. ■ 

To insure that adequate and proper I 
records are made and preserved in the 
Federal Government, the following docu- 
mentation standards will apply in each 
Federal agency : 

(a) The record of the transaction of 

public business by any Federal official 
or employee is to be complete to the ex- 
tent required (1) to facilitate informed 
action by the incumbents and their suc- 
cessors in office; (2) to make possible a 
proper scrutiny by the Congress, other 
duly authorized agencies of the Govern- 
ment, and other persons properly and 
directly concerned, of the manner in 
which public business has been dis- 
charged; and (3) to protect the financial, 
legal, and other rights of the Govern- 
ment and of persons affected by the 
Government’s actions. 

(b) With particular regard to the for- I 
mulation and execution of basic Govern- 
ment policy, Federal officials are respon- 
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sible for incorporating in the records of 
their agencies all essential information 
on their major actions. Significant 
decisions and commitments reached 
orally (person to person, by telephone, or 
in conference) should be reduced to writ- 
ing and included in the record. Min- 
utes should be taken at important board, 
committee, and staff meetings, and 
these, together with a copy of the agenda 
and all documents considered at or re- 
sulting from such meetings, should be 
made a part of the record. 

(c) The programs, policies, and' pro- 
cedures of Federal agencies are to be 
adequately documented in appropriate 
directives. A record copy of each such 
directive (including those superseded) 
will be maintained as a part of the official 
files. 

(d) Papers of a private or nonofficial 
character which pertain only to an indi- 
vidual’s personal affairs that are kept in 
the office of a Federal official will be 
clearly designated by him as nonofficial 
and will at all times be filed separately 
from the official records of his office. In 
cases where matters requiring the trans- 
action of official business are received in 
private personal correspondence, the por- 
tion of such correspondence that per- 
tains to official business will be extracted 
and made a part of the official files (see 
§ 101-11.406-6). 

§ 101—11.203 Creating records essen- 
tial for current business. 

§ 101—11.203—1 Statutory responsibili- 
ties. 

(a) Section 505(a) of the Federal Rec- 
ords Act of 1950 (44 U.S.C. 395(a)), 
vests in the Administrator of General 
Services responsibility 'for developing 
and issuing standards to improve the 
management of records and for promot- 
ing the efficient utilization of space, 
equipment, and supplies needed for 
records. 


(b) Section 506(b) of the Federal"^ 
Records Act of 1950 (44 U.S.C. 396(b)) 1 

requires that the head of each Federal j 
agency “shall establish and maintain an 
active, continuing program for the 
economical and efficient management of 
the records of the agency. Such pro- 
gram shall, among other things, provide 
for (1) effective controls over the crea- 
tion * * * of records in the conduct of 
current business * * V Correspond- 
■ ence, reports, forms, machine readable 
records together with supporting docu- 
mentation, and directives are the prin- 
cipal types of records created on a cur- 
rent basis by Federal agencies. 


§ 101-11.203-2 General requirements. 


Positive action is to be taken to 
prevent the making of unnecessary 
records. Existing and proposed office 
procedures are to be subject to continu- 
ing examination by agency management 
with a view to determining their effect 
on recordmaking. Where justified, such 
procedures will be revised, consolidated, 
or eliminated to keep recordmaking to a 
minimum. In addition, the detailed pro- 
gram requirements for correspondence, 
reports, forms, directives management, 
and ADP records management set forth 
in the following sections of this subpart 
are to be observed. 



§ 101—11.204 [Reserved] 

§ 101—11.205 [Reserved] 

§ 101—11.206 Correspondence — agency 
program responsibilities. 

§ 101-11.206-1 Correspondence man- 
agement function. 

The objectives of correspondence man- 
agement are to limit correspondence to 
essential requirements, to improve the 
quality of necessary correspondence, and 
to provide for its creation in an eco- 
nomical and efficient manner. 
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§ 101—11.206—2 Correspondence de- 
fined. 

Correspondence is a generic term in- 
cluding letters, form letters, telegrams, 
memorandums, endorsements, summary 
sheets, postal cards, memo routing slips, 
and other written communications. 



§ 101—11.206-3 Program requirements. 

(a) Each Federal agency, in providing 
for effective controls over the creation 
of records, is expected to establish an 
appropriate program for the manage- 


ment of agency correspondence '(§ 101— 
11.201-1). The program will: 

(1) Prescribe the types of correspond- 
ence to be used in official agency com- 
munications. 

(2) Establish and implement agency 
standards concerning the number and 
kind of copies required, their distribu- 
tion and purpose. 

(3) Implement the correspondence 
standards set forth in the U.S. Govern- 
ment Correspondence Manual and in 
pertinent GSA Records Management 
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Handbooks, with such modifications as 
may be necessary for specialized agency 
practices. 

(4) Implement the Government-wide 
standards issued by GSA for the procure- 
ment and use of letterheads, manifold 
paper, memorandum forms, and en- 
velopes. 

(5) Review, on a continuing basis, 
agency correspondence practices and 
procedures to find opportunities for im- 
provement and simplification. 

(b) Standards, guides, and instruc- 
tions developed for the agency corre- 
spondence management program are to 
be in published form, designed for easy 
reference and revision. They should be 
readily available to those who write, re- 
view, sign, type, and file correspondence. 

§ 101—11.206—4 Program implementa- 
tion. 

The following actions are generally 
basic to a correspondence management 
program : 

(a) Prepare only necessary corre- 
spondence and essential copies. 

(b) Use form letters to the maximum 
extent possible following the standards, 
guides, and principles set forth in the 
GSA Records Management Handbook, 
Form Letters. 

(c) Employ guide letters and para- 
graphs where practical, following the 
standards, guides, and principles set 
forth in the GSA Records Management 
Handbook, Guide Letters. 

(d) Originate letters that are care- 
fully planned, easily read and under- 
stood, and responsive to the needs of 
the recipient by applying the standards, 
guides, and principles set forth in the 
GSA Records Management Handbook, 
Plain Letters. 

(e) Prepare correspondence that is 
consistent in style and format, neat and 
attractive in appearance, and editorially 
correct by applying the standards, 
guides, and principles set forth in the 
U.S. Government Correspondence 
Manual. 

(f ) Develop and implement procedures 
that expedite the clearance and han- 
dling of correspondence. 

(g) Provide for periodic spotchecks of 
agency correspondence to determine 
compliance with standards. 


§ 101—11.207 Reports — agency pro- 
gram responsibilities. 

§ 101-11.207-1 The reports manage- 
ment function. 

i 

The primary objectives of reports 
management are to provide agency man- 
agement officials with needed informa- 
tion at times and places, and in the for- 
mat most useful to them, and to furnish 
this information as economically and 
efficiently as possible. The reports man- 
agement function is also concerned with 
the review, approval, and clearance with 
the Bureau of the Budget of reporting 
plans and forms, as required by the Fed- 
eral Reports Act (Bureau of the Budget 
Circular No. A-40, Revised, May 25, 
1962). 

§ 101-11.207-2 Reports defined. 

(a) A report is data or information, 
generally summarized, transmitted for 
use in determining policy; planning, con- 
trolling, and evaluating operations and 
performance; and preparing other re- 
ports. The data or information may be 
in narrative, statistical, graphic, or other 
form. 

(b) Most reports of an agency can be 
classified as belonging to one of several 
well defined families or groups of re- 
ports. Each group of related reports is 
generally the product of an informa- 
tion system serving a specific adminis- 
trative or operational area, such as 
personnel, budget, or procurement. 
Consequently, the analysis of reports on 
a systems basis provides the best means 
of establishing reports relationships and 
evaluating information need and 
adequacy. 

(c) Certain categories of reports nor- 
mally are exempted from review and 
clearance in an agency reports manage- 
ment program. These usually include: 
inspection and audit reports; security 
classified documents; copies of operat- 
ing documents such as individual supply 
and procurement transactions; and in- 
formation presentations such as research 
findings, technical summaries, special 
studies, and surveys. Reports to be ex- 
empted should be determined by an anal- 
ysis of agency information requirements. 

(d) Reports to and from other agen- 
cies, as well as those for internal man- 
agement, are included in agency review 
and clearance procedures. 
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§ 101-11.207—3 Program requirements. 

(a) Each Federal agency, In providing 
for effective controls over the creation of 
records, is expected to establish an ap- 
propriate program for the management 
of agency reports (§ 101-11,201-1) . The 
program will : 

(1) Establish and implement stand- 
ards and procedures for the identifica- 
tion of management information needed 
for planning and control. 

(2) Establish and implement stand- 
ards and procedures for the design of 
management information systems. 

(3) Establish and implement stand- 
ards and procedures for the initiation, 
identification, review, approval, prepa- 
ration, and distribution of agency 
reports. 

(4) Provide essential management in- 
formation concerning the number and 
types of reports in use and, for re- 
ports which require a significant amount 
of manpower, the estimated cost of ob- 
taining, using, and maintaining them. 

(5) Provide for the periodic review of 
approved reports for need, adequacy, 
design, and economy of preparation and 
use. 


(b) Standards, guides, and instruc- 
tions developed for the reports manage- 
ment program are to be published, de- 
signed for easy reference and revision. 
They should be readily available to re- 
ports originators and users, 



§ 101—11.207—4 Program implements- 

lion. 

The following actions are generally 
basic to a reports management program: 

(a) Establish and maintain an inven- 
tory of reports for each agency manage- 
ment information system. 

(b) Determine, from the inventory of 
agency reports, whether information 
available is adequate for management 
purposes. 

(c) Determine the kinds of manage- 
ment information systems that best 
serve management. 

(d) Analyze all reports inventoried 
and all reports submitted for approval 
in the future to determine that: 

(1) The information is adequate, nec- 
essary, meaningful, and useful. 

(2) The information is obtained from 
the best available source and in the sim- 
plest manner. 


(3) The estimated cost of gathering 
the information does not exceed its man- 
agement value. 

(e) Require that each request for a 
new or revised report explain how the 
report will be used. 

(f) Require that each report be sup- 
ported by a directive setting forth in- 
structions for preparation and submis- 
sion. 

§ 101—11.208 Forms — agency program 
responsibilities. 

§ 101—11.208—1 Tiic forms manage- 
ment function. 

The objectives of forms management 
are to increase the usefulness of forms 
through proper design and accurate us- 
ing procedures: to reduce costs incident 
to filling in, using, and filing forms; and 
to achieve savings in designing, printing, 
storing, and distributing forms. 

§ 101—11.208—2 Forms defined. 

A form is any document, including let- 
ters, post cards, and memorandums, 
printed or otherwise reproduced with 
space for filling in information, descrip- 
tive material, or addresses. Certain 
printed items without fill-in space, such 
as contract provisions, instruction sheets, 
notices, tags, labels, and posters, may be 
considered as forms when it is advan- 
tageous to identify and control them as 
forms for purposes of reference, printing, 
stocking, distribution, and use with other 
forms, 

§ 101-11.208-3 Program requirements. 

(a) Each Federal agency, in providing 
for effective controls over the creation 
of records, is expected to establish an 
appropriate program for the manage- 
ment of agency forms (§ 101-11.201-1). 
The program will: 

(1) Establish and implement stand- 
ards and procedures for the submission, 
review, approval, and identification of 
agency forms. 

(2) Implement the forms analysis and 
design standards set forth in pertinent 
GSA Records Management Handbooks. 

(3) Establish and implement stand- 
ards for the reproduction, stocking, and 
distribution of approved blank forms. 

(4) Provide essential management in- 
formation concerning the number, types, 
and the reproduction and stocking costs 
of forms in use. 
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TOTAL 

RECORDS ADMINISTRATION PROGRAM 


CREATION 

Forms Control 
Correspondence Improvement 
Reports Management 

MAINTENANCE 

Records Surveys 
Filing Equipment and Supplies 
Storage and Retrieval Systems 
Vital Records 

DISPOSITION 

Records Control Schedules 
Records Storage and Service 
Agency Archives 
Records Disposal 
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U.S. Civil Service Commission Personnel Standards 
Excerpts from Management Analysis Series GS-343 


The Management Analyst must he fully informed on the major theories 
and principles regarding the management process in order to assist 
management to achieve effective improvement and control of its manage- 
ment. The principle criterion to be met by this series is the use of 
a high order of analytical ability combined with a comprehensive know- 
ledge of the broad theories and principles, and of the techniques used 
to gather, analyze, and evaluate essential information concerning the 
management process . 


A management anlysis staff ordinarily works closely with other 
staff units in developing plans for broad managerial improvement. 

Management analysis service takes many forms depending on the need 
of the manager, his use of the analyst, the management problems to be 
solved at any particular time, and the nature of the work for which the 
manager is responsible.. 


Management Analysts - GS-5 thru 15 
Management Analysis Officer - GS-9 thru 15 


Basic Kinds of Management Analysis Work. 


(*- -Re cords Work) 


A. Management Counseling and Advisory Service. 

(Promote better use of management practices) 


B. Management Improvement. 

(Assist responsible officials develop management 
improvement Programs) 
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C. Organization. 

(Analyze organization, mission, or functions to achieve 
efficiency and economy) 

D. Methods and Procedures. 

(Survey and Analyze procedures developed hy operating 
officials to determine adequacy or overlap) 

E. Management Survey. 

(Study organizations, gather facts, meet officials, 
ascertain work flow, analyze, resolve differences, 
plan, implement, and follow up.) 

F. Management Research. 

(Conduct research, evaluate new ideas, techniques, 
systems, and relationships of value to operations) 

G. Work Measurement. 

(Stimulate interest in and use Work Measurement systems) 

* H. Documentation Procedures and Control. 

(Assist operating officials to correct excesses in 
documentation. ) "Review and analyze records management 
survey reports and records inventories to determine 
whether the legal responsibilities and essential trans- 
actions of an agency are adequately reflected in the 
records which are being prepared and filed." 

* I. Forms Development and Control. 

( "Establish and promulgate specific forms management 
objectives for varying organizational levels; establish 
standards to be met by forms management personnel; 
evaluate the effectiveness of the activity; assist in 
overcoming problems; stimulate attention to forms manage- 
ment activity; and orient and train newly assigned forms 
manag erne nt personnel.") 

* J. Reports Management. 

(Establish and promolgate specific reports management 
objectives, standards, and requirements.) 

K. Directives Management. 

(Analyze directives requirements, format, and controls) 

L. Files Analysis and Design. 

(Recommend new or improved records and files systems in- 
cluding consideration of problems, machines, equipment, 
supplies, space, personnel, reference, mail, procedures, 
and segregation of inactive files . ) 
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* M. Communications Analysis and Design. 

(Provide advice regarding preparation, sending, receiving, 
and controlling all types of communications) 

* N. Records Scheduling and Disposition. 

(Plan to control the systematic retention, transfer, 
retirement, or disposal of Agency records. Study 
laws, Agency patterns, and objectives "to make recom- 
mendations as to which types of records are to be pre- 
served as permanent documentation of the agency's 
mission and to recommend logical and economical reten- 
tion plans for those types of records of only temporary 
value . ") 

O. Engineered Time Standards. 

(Analyze work and components and develop work units and 
time standards) 

P. Manpower Utilization and Control. 

(Collect and analyze data on necessity for work performed 
and future work loads) 


"Management analysts are found in any of several work situations; 
for example: (l) as staff advisors who analyze, evaluate, and promote 
improvements in the full range of managerial functions; and (2) as 
specialists who establish, develop and implement specific management 
improvement and control programs such as those for work measurement or 
records management. Regardless of the work situation or programs covered 
they are management analysts when the work requires primarily a com- 
prehensive knowledge of the theories and principles applicable to the 
general management process rather than a specialized knowledge applic- 
able areas of assignment." 


3 
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RESPONSIBILITIES OF A RECORDS MANAGEMENT OFFICER 


Under the Administrative direction of a senior officer of 
each Directorate of the Agency, and the technical direction 
of the CIA Records Administration Officer, the Records Manage- 
ment Officer Is directly responsible for conformance to Agency 
regulations and standards relating to records management and 
acts as liaison officer between his office and the CIA Records 
Administration Officer on all matters involving the Agency 
Records Administration program. Such officer is directly res- 
ponsible for carrying out a records management program encom- 
passing the following: 

I. Records Creation 

A. Creation of necessary records to provide adequate 
documentation of the mission and functions of his 
office including the: 

1. Designation of official record copies. 

2. Control and limitation on the number of copies 
created. 

B. Correspondence management, including Instructions 
for preparation and utilization of form letters, 
pattern paragraphs, etc. 

C. Forms management, including analysis of need as 
well as design for maximum use and adequacy of the 
form records, limitation of number of forms as 
well as number of copies of forms for his office. 
Determine at the time a form Is created the ulti- 
mate disposition of the form record. 

D. Reports management to include both administrative 
or management reporting and intelligence reports. 
Insure adequate Identification of reports, elimina- 
tion of nonessential copies of reports, elimination 
of obsolete reports and the elimination of non- 
essential filing of reports. 
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II. Records Maintenance 

A. Determine proper organization of records to pro- 
vide maximum utilization and protection, includ- 
ing a files plan and the establishment of approved, 
file stations on either a centralized or decentral- 
ized basis . 

B. Establish controls to insure that official record 
copies are filed in their approved file station. 

C. Establish and maintain a uniform system for 
classifying and filing records. 

D. Develop standards and control the methods and pro- 
cedures used in processing and filing all records 
to insure their completeness whether centralized 
or decentralized. 

E. Provide finding media to insure that efficient 
reference service is available and furnished. 

P. Maintain a current master inventory of accumulated 
records of the office, including their types, 
file station location and volume. 

G. Periodically survey and inspect records activities. 

H. Establish control procedures for receiving, re- 
cording and routing incoming records and communi- 
cations . 

I. Establish control procedures for clearance and 
dispatch of outgoing records and communications. 

J. Provide for a cut-off or file -break system to 
permit the orderly disposition of inactive records 
whether by retirement or destruction. 

K. Control the use of filing equipment and supplies. 

L. Provide for the Identification and orderly deposit 
of vital records . 

M. Study, evaluate and coordinate possible applica- 
tions of computerization and/or microminiturization 
techniques to Insure the most economical and effi- 
cient approach to the records management program. 
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III. Records Disposition 

A. Develop records control schedules. 

B. Evaluate records for administrative, legal, fiscal, 
research, operational and/or historical values. 

C. Secure necessary approval for proposed disposal of 
records . 

D. Develop procedures and train records custodians 
in the disposal of records in accordance with 
established practices and authority. 

E. Continually survey records in order to up-date 
records control schedules, and to retire or destroy 
any that are inactive. 

F. Maintain adequate data to furnish information and 
reports on records holdings and disposal. 

G. Develop records retention plans for all records 
that show the policies, procedures, and product of 
the mission and function of the office. (These are 
the permanently valuable records in the records con- 
trol schedule.) 

H. Insure the complete and detailed listing of all 
permanently valuable records when retired to the 
Agency Archives and Records Center. 


SECRET 
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AGENCY RECORDS ADMINISTRATION PROGRAM 
POINTS FOR DISCUSSION 


Program Content 


I* Records Creation - Forms, Correspondence, and Reports Improvement 
f. Fites Maintenance - Procedure Surveys - Records Inventory - e«t & 

Supply Control 

3* Records Disposition - Schedule, Transfer, and Review Record Holdings 
r* Vital Records - Schedule, Transfer, Protect, and update essential 

J«£D,{3NPL E MEN T 

5* Automation -Systems Analysis, Design, and Conversions 


Essentials for Success 


1 . Program Recoon i ti on 

2. Officer's Development 
3* Program Development 

**. Program Status 

5* Implementation 

6 . Hanning 


Official Endorsement 4 Announcement - Established 
Positions 

Formal Training - Staff 4 Line Experience 
Unit Head Briefings - Assignment 4 training of 
Uni t Representatives 

Monthly Office Reports of Progress and Annual 
Summaries on Savings 

Central Control and Guidance-Decentralized 
Component application 

Coordinated Regulatory issuances - Group meetings - 
Individual Unit Visits 


Personnel Requirements 

t. Type - Diligent - Amiable - Persuasive - Patient - worker 

2. Skill - Generalist vs Specialist 

? * Training - Central Staff - OTR - Hat'l Archives - A.U. - Societies 

» Knowledge - Any Component Records Officer Must gpumwipid 

Comprehend; 

a* Clerical Problems and Procedures 
«» Records Keeping Fundamentals 
e, Indexing Methods and Principles 
». Relationship or Workload to Reports 4 
Correspondence 

*« Interdependence of Procedures and Forms 
p * Printing Possibilities 4 Limits 
s. Office Operations 4 Responsibilities 
«, Scientific Management Principles 
*. Line and Staff Functions 

4 * Formal and Informal Organization and Philosophies 
a* Data Processing Techniques 
l. Information Retrieval Difficulties 
m. Equipment Availability 
»; Filing Supply Requirements 
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o. loot st j cs Procedures 

p. Records Center economics 

0. Vital Records Laws 
«. Federal Records Act 

S. A8CNCY RECORDS PROGRAM REGULATIONS 

t* Source Data Automation 

u. Electron! c Data Processing 

v. Total Systems Concert 

Apply* 

a* Forms Design and Control 
ft. Reports Analysis and Revision 

1. Correspondence f hrrovcment & Fffccti vencss 
». Office Procedure Surveys 

t* Records Systems Analysis 

r. Creative Systems Design A Implementation 

s. Records Equipment 1 Supply Procurement 
m. Records Preservation a disposition 

t . Improved Information Storage and Retrieval 
u* Comprehend i blc Training and Brietinos 

r* Synthesi zed Reports on Developed Economics in 
Funds and Efforts 

l* Develop Records Competence in Each Component 
Improvement Suggestions 

1. PROGRAM RECOGNI T1 ON— OFF! Cl AL ENDORSEMENT AND REITERATION OF COMPULSORY 
*^C«5Fu^CrWTnT COMPONENTS CAN BE ACCOMPLISHED BY EACH NEW DCI SPECIFICALLY 

ANNOUNCING Hi S CONCERN FOR EFFICIENT AND ECONOMIC RECORDS MANAGEMENT IN THIS 
PAPERWORK FACTORY, 

2 , PCR30NNEL- ~THE FIRST SUCH ENDORSEMENT OF THE RECORDS PROGRAM BY THE CURRENT 

DCI WOULD BE DOUBLY EFFECTIVE IF IT INCLUDED HIS RCOUEST THAT THE POSITIONS 

or Component records Officer be standardised and occupied by full tike, 

COMPETENT, OUALlFI ED PERSONNEL AND NOT BY TITLE HOLDING FIGURE HEADS WHO ARE 
ACTUALLY BUSY WITH OTHER ASSIGNMENTS. 

3* Traini ng -"-Records Program training of both Records Officers aw Agency personnel 
should se increased. The Agency training off t ce should include the actual 

RECORDS PROGRAM PRINCIPLES AND PROCEDURES IN ITS ADMINISTRATION AND MANAGEMENT 

courses . Attendance at national Archives training sessions should be encouraged* 
The natural training and development from manual to automated recows systems 

SHOULD BE EMPHASIZED. 

4. Career Status— The problem of serving two bosses (centralized program versus 

‘ local cow^nent rcguirements) is difficult to live with, but is not impossible. 
However, the absence or a recognized and used position standards as well as 
the very nebulous status or the records officer makes the assignment UNPALATABLE 
AND SOMETIMES DETRIMENTAL. HtS ADMINISTRATIVE RELATIONSHIP IS UNDENI ABLE, 
HOWEVER, IN AN AGENCY THAT IGNORES THE NECESSl TY AND EXISTENCE OF ADMINISTRATION 
THE RELATIONSHIP CAN BE MORE A STIGMA THAN BENEFIT. CONSEQUENTLY, THE RECORDS 
OFFICER IS UNCERTAIN AS TO WHAT HIS CAREER STATUS IS OR SHOULD BE. HC FEELS 
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promotion considerations. Therefore, well oevelcpco records 

SUif*** *!*!*£ T<? WMOVC THE STIGMA SV SEEKING OTHER ASSIGNMENTS OR DUTIES. 
PERSONNEL AND CAREER 80AR09 MUST CORRECT THESE INEQUITIES AND CONFUSION. 

AU I!U A I' f^ C A* EER -- TM * flWLY ARRt¥te C *»«* OF DATA PROCESS! NO DOES NOT SOLVE 

JJ or THE * £C0RM ornctn. It will merelt compound the problems 

™ , * y> O' SPROPORTIONATE EMPHASIS IS PERMITTED TO 0£ HIGH-HANDEDLY 


The n&f ADP personnel consider themselves a hew and unique breed; unrelated 

TO ANY OLD MANAGEMENT, ADMINISTRATIVE, OR RECORDS OFFICERS. They WOULD NATURALLY 
DEMEAN AND DOWNGRADE ANY SUCH PERSONNEL ASSOCIATED OR ATTACHED TO THEIR CAREER 

group i hd » (Such a condition occurred when the Civil Service attached records 

OFFICERS TO THE 0&H CATEGORY.) 


The ADP GROUPINGS OF MACHINE OPERATORS, PROGRAMMERS, AND SYSTEMS ANALYSTS DO NOT 
PERMIT ANY GRADUATED INCLUSION OF RECORDS PERSONNEL* THE HIGHEST GROUP (THE SYSTEM* 

Analyst ) is the only logical place for records people and yet most are hot equal to 
THAT STATUS* 


The CONVERSION OF MANUAL OFFICE SYSTEMS TO AUTOMATED SYSTEMS IS A NATURAL DEVELO- 
PS* * AND THE CONTRIBUTION AVAILABLE FROM RECORDS OFFICERS AT ALL LEVELS IS TRULY 

enormous. Therefore, Records Personnel must develop a competence in ADP but it would 

BE FOLLY TO ATTEMPT TO TOSS THEM INTO A COMMON CAREER STATUS* 
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— SFP.PPT- 


.RECORDS PROGRAM 


. DIRECTOR'S AREA 
AS 0? 31 DECEMBER 1968 


1968 

GRADE 

HRS 

PER WK.Ol 
RECORDS 

5 COMPONENT 


/ /£>/ 


■ 15 


DCI/RMO 

11 

|g) $ 0*1 

Executive Registry 

11 

— 

O/Public Affairs 

l4 

y h 

Office/PPB 

- 14 

<p JO% 

Cable Secretariat 


7 

O/General Counsel 

9 

£ 

O/Legislative Couns 

9 { 

2: 5# 

O/lnspector General 

12 


Audit Staff 

11 

- 

Historical Staff 

9 

JO /efs 

O/National Estimate 



DIA 



NSC 





Vital 

VOLUME 

3 IN 

. CENTER 

RECORD! 

SCHEDj 

AMRTIDE3 

3 RECORDS 

VOLUME 

TOTAL 

FORMS 

RSCC BDl 
SCKED 

/ 

: OFFICE 

IN 

CENTER 


13 

196^ 

3 

‘ 

1964 

75 

ro 

0 

00 


0 

- 


1966 

494 

47 ' 


79 

1967 

. 4 

1964 

280 

■ 71 


23 

1966 

152 

1966 

525 

691 


2 

1958 

2 

1961 

67 

58 


2 

■1958 

— 

1961 

174' 

87 


0 

1963 


1962 

178 

42 


0 

1956 


1968 

169 

— 


- 

- 

— 

1965 

70 

15 


0 

1961 

15 

I966 

661 

77 ' 




5 



-- 

Pii; 


1961 



1958/6 : 

) 

224 
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RECORDS PROGRAM 


■IMELLIGEHCE DIRECTORATE 
AS OF 31 DECEMBER 1968 


1968 

GRADE 

HRS „ 
PER WK.OI 
RECORDS 

COMPONENT 

13 

(f b'yfooft 

ddi/rmo 

10 

® for * 

o/ddi 

12 

(g? %% 

o/bgi 

13. 

g) 

Current Intelligence 

12 


0 /Econo.mic Research 

13 

9 t( *% 

Hat. Photo. Intrp.CI 

13 


Imagery Analysis 

11 

9 

Iy H 

Central Reference 

8 ! 

io) 

Hi- 

12 


Domestic Contact 

11 


O/Strategic Research 

7 ; 

& /e % 

Info. Rqts . Staff 

. 12 


COMIREX Staff (USIB) 

t 



TOTAL 

FORMS 

VITAL 

RECORDS 

SCHED 

/ OLUME 

IN 

CENTER 

feECCRDE 
1 SCHED^ 
AMENDEI 

R 3 CQHDS 

VOLUME 

OFFICE 

IN 

CENTER 


1962 . 

1 

.960/68 

622 

91 

69 

1958 

2,888 

1967 

17,412 

250" 

5 

1962 

52 

1967 

3,345 

209 

52 

1968 

4 

1968 

4,773 

356 

6 

1962 

3,437 

1965/61 

38,530 

2,546 

- 



1965 

3,618' 

— 


i960 

1,245 

L 959/68 

41,943 

10,176 


1967 

25 

1964 

12,506 

585 

42 

1967 

43 . 

1968 

4,565 

2,546 

34 

- 

: 85 

1967 

2,357 

33 

18 

1964 

1 

1968 

486 

365 

0 

nm. 

— 

1968 

■ 38 

1 


'V 
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RECORDS PROGRAM 


1968 

grade 


HRS 
[PER WK.OEl 
RECORDS 


13 

9 

13 

9 f 

■ \ 

12 ( 

9 

12 


(ft 2 

-r~ 


!3 £ 

11 -i 
11 
11 

12 
11 


. 5T>t» 

O % 

1 ) r# 

> r* 

P Sf* 

2 


y 

y 


''loio 

joo 


v>%> 

/boti 

l 2o fo 


COMPONENT 


DDS/RMO 
O/DDS ■ 

Support Serv. Staff 
Reg. Control Branch 
Records Admin. Br. 
O/Finance 

3/Medical Services 
O/Communications 

O/Logistics 

O/Personnel 

O/Security 

0/Training 


.SUPPORT DIRECTORATE 
AS OF 31 DECEMBER I 968 



TOTAL 

FORMS 

VITAL 

RECORDS 

SCHBD. 

* 0LUME 

IN 

CENTER 

RECORDS 

SCBED/ 

\MENDED 

RECORDS 

VOLUME • 

OFFICE 

IN 

CENTER 

3 

1958 


1958/6: 

213 

74 


— 



197 


66 

1958 

1 


91 

— 


1965 

4 

1964 

78 

20 

225 

1968 

61 

1957/6? 

4,059.5 

11,415 

92 

1968 

5 

1959/6 1 

1,607.5 

1,020 

l4o 

1968 

i4 

1968 

4,075 

555 . 

309 

1968 

37 

1956/6: 

■ “ 5,688 

. 2,587 

292 

1968 

38 

19 64/6: 

3,492 

2,419- 

272 

1968 

8 

‘ 1968 

14,028 

■3,057 

108 

I966 

115 

1962/6 

1 8,236 

459 








lk~ 2-l(? - | ?f, &• kyi . ■ *•„*£ (lift. fdA ■V‘L 
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RECORDS PROGRAM 


25X1A 


25X1 A 




1968 

GRADE 

HRS 
PER WF 
RSCC 

16 

3 » r, 

13 

O A 

12 

I 

|f * 

10 

3 1 

12 

id i 

12 

6 

'*/ /< 

11 

A'. /* 

‘O' ' 

13 

',?? ? 

10 

4 *. ), 


COMPONENT 


©P/RKO 
)PS Services 
.frica Division 
lovert Activities 
Central Cover Staff 
Counter Intelligence 


Forn. Intell. Staff 


Forn. Intell. Div 


Far Fast Division 


ui’ope Division 


RECORDS MANAGEMENT 
OFFICER 


. PLAITS DIR ECT 0 FA 1 I 
AS OF 31 DECEMBER 1968 


TOTAL 

FORMS 

VITAL 

RECORDS 

SCHED. 

98 

I960 

.3 

I960 

7 

1968 

83 

1966 

31 

— 

8 

1963 

101 

1967 

45 

i960 

5 

1966 

10 


% 1 

i960 


OLUME to 
IN Si 

fi’T\T f PVP » V 


tECORDSj RECORDS VOLUME 
SCHEB/ IN 

MENDED OFFICE CENTER 


666 ■ L959/6 1 64,943 

1963 
24 

5 i960 
15 1966 
18 1961 

l 1957 
380 1960/6" 

i960 

3 1959/60 
195 9/6! - 


I , S " Kv 1 . fvvsi' Ik it; p~ r itj 

Approved For Release 2001/07/28 : CIA-RDP74-00390R000300040005-6 








25X1A 


25X1 /A; 


Approved For Release 2001/07/28 : CIA-RDP74-00390R000300040005-6 



RECORDS PROGRAM 


1968 

GRADE 


15 


12 

14 

11 


12 

13 

12 


.HANS DIRECTORATE page 2 
AS OF 31 DECEMBER: 1968 



TOTAL 

FORMS 

VITAL 
RECORDS 
SCHED . 

19 

i960 

8 

25 

i960 

4 

1963 

32 

1962 

10 

1967 

? L. ;i 



VOLUME 

Ilf 

CENTER 


JfECORDSl 

schedA 

jM'EKDElJ 


1961 

I 

i4 
24 

7 

12 h-96i/6Sj 


RECORD -'3 


OFFICE 


53 


i960 


VOLUME 


IN 

CENTER 


1,109 
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EXEC-DIR. 

RECORDS ADMINISTRATION 
OFFICER 


RECORDS M 

OFFI 

IN EACH 

ANAGEMENT' 

CER 

OFFICE 



RECORDS LIAISON 

OFFICERS 

IN BRANCHES 


DDS 

RECORDS ADMINISTRATION 
OFFICER 


RECORDS MANAGEMENT 
OFFICER 

IN EACH OFFICE 


[ 


RECORDS LIAISON 
OFFICERS 
IN BRANCHES 


RECORDS ADMINISTRATION 
OFFICER 


RECORDS MANAGEMENT 
OFFICER 
IN EACH OFFICE 


RECORDS LIAISON 
OFFICERS 
IN BRANCHES 


DDS&T 

RECORDS ADMINISTRATION 
OFFICER 


RECORDS MANAGEMENT 
OFFICER 
IN EACH OFFICE 


RECORDS LIAISON 
OFFICERS 
IN BRANCHES 


DDP 

RECORDS ADMINISTRATION 
OFFICER 
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RECORDS M 

OFFI 

IN EACH 

AND AREA 

ANAGEMENT 

CER 

STAFF 

DIVISION 



RECORDS LIAISON 

OFFICERS 

IN BRANCHES 


J CS | 

j RECORDS COMMITTEE | 

I r ! 

I 

L— 

I CS I 

I RECORDS COMMITTEE 1 

I I 

!_ _ _ J 

I 

I 

I — I 

! cs 

I RECORDS REVIEW ! 
1 GROUP 1 


I CS I 

I RECORDS OFFICERS 1 
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ACTIVE RECORDS 
IN 

AGENCY OFFICES 


Inventory June 1968 


DCI 

(cubic feet) 

2,689. 

DDI 

121,314.3 

DDS 

4o, 046.9 

DDP 

45,502. 

DDST 

11,901.0 

Total in HQ, Area 

221,453.2 
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FISCAL 

YEARS PCI 

1958 

1959 1,261 

1960 i,44i 

1961 1,779 

1962 2,328 

1963 . 2,704 

1964 1,765 

| 1965 2,476 

| 1966 2,845 

1967 5,689 

i 1968 5,321 

i" 1959-68 TOTALS 27,609 

RECORD DISPOSAL 

; annual Average 

i FOR 10 - YR. PERIOD 2,760 


(all in Cubic Feet) 


v w 1 .. 1 ■ Or Ri^OOiDo 1 ■- vv ' 

BY HEADQUARTERS OFFICES 


TOTAL SET 


DPI 

. r®p 

DPS 

DDS&T 

TOTAL 

INCREASE 

4,006 

5,299 

1,337 


10,642 


5,695 

1,735 

1,561 


10,252 

- (390) 

8,200 

3,992 

2,196 


15,829 

5577 

7,478 

9,035 

3,510 . 


21,803 

5974 

9,895 

9,702 

2,047 


23,972 

2169 

8,319 

10,330* 

2,673 

43 

24,069 

97 

13,275 

11,000 

3,447 

1,035 

30,522 

6453 

16,417 

10,000 

7,490 

1,295 

37,678 

7156 

20,222 

11,892 

8,64l 

1,142 

44,742 

7064 

15,966 

12,000 

6,339 

1,664 

41,658 

-(3094) 

17,593 

11,000 

6,164 

1,668 

41,746 

88 

123,060 

90,686 

44,068 

6,847* 

292,271 

31,094 

12,306 

9,068 

4,4o6 

l,i4i* 

29,227 

3,109 

F OOMEfiTML " 

GSDUP 1 

ExcTufed from anfsmstfc 
iswngradlng and 
declassUlca'l83 
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REFERENCE SERVICES PROVIDED 

by 

ARCHIVES AND RECORDS CENTER 


1 July 1968 

i) 


RECORDS GROUPS 

VOLUME 


REFERENCE ACTIONS 


(Cubic_Feet) ' 


(June ^1968) 

(fy_196S) 

Retired Office Records 

67,469 


4,384 

62,130 

Supplemental Distribution 

21,761 


3,666 

27,562 

Vital Records 

8,798 


93 

3,275 

Agency Archives 

6,345 


115 

3,506 

Information Requests 




690 

1 _ 1 

7,503 

TOTALS 

104,373 


8,948 

102,976 
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POSITION STANDARDS 


6S-0306.00 RECORDS MANAGEMENT SERIES 


TO BE FILED IN 
CLASSIFICATION 


E NUMBER. 


IN THE HANDBOOK TO SERVE AS A TABLE OF CONTENTS. 


IN NUMERICAL SEQUENCE ACCORDING TO POSITION 
TRANSMITTAL SHEETS SHOULD BE FILED TOGETHER 


2 APRIL 1956 


DISTRIBUTION: 
1 A, 2A, 3A, 

YA, 5A, AND 
6AB 


SECRET 
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CIA POSITION STANDARD 
GS -0306.00-00 RECORDS MANAGEMENT SERIES 


I. INTRODUCTION 

A. DEFINITION 

This series Includes all positions the duties of which are to 
advise on, direct, supervise, or perform work involved In plan- 
11 ng, developing, organizing, and administering records manage- 
ment programs on staff or operating level. These programs cover 
any or all of the following functional areas: Records creation 
records maintenance and use, records disposition, and vital ma- 
terials . 

B. EXCLUSIONS 


ORGANIZATION AND MEN 1 HODS EXAMINER 
MANAGEMENT OFFICER 
ASSISTANT MANAGEMENT OFFICER 


GS -0303.01 
GS -0303 . 01 
GS -0303. 01 


These categories involve performance or supervision of adminis- 
trative _ management , organization, procedures, and methods studies 
in the interest of promoting greater efficiency, effectiveness, 
and economy in management of Agency operations. They also involve 
ormulation of organizational plans, distribution of functions, 
staffing patterns, and work methods for newly established or reor- 
ganized Agency components. 

MAIL AND FILE SERIES - GS-0305.00 

This series includes all positions the duties of which are to 
administer, supervise, or perform work involved in (a) receiving 
recording, and routing incoming mail; (b) recording and dispatch- 
ing outgoing mail; and (c) indexing, filing, searching, or main- 

aming control registers on correspondence, reports, memoranda, 
or other records . 

C. BACKGROUND INFORMATION 

Federal agencies are required by law to establish and maintain an 
active and continuing records management program. By controlling 
and improving records from -creation or receipt to disposition. 


1 

SECRET 
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PERSONNEL 
2 April 1956 


this program aims to obtain for the Agency improved records and 
economies in manpower, supplies, equipment, and space. The pro- 
gram is divided functionally into reports management, correspond- 
ence management, forms management, records systems and file 
standards, vital materials, records disposition and Records Center 
operations . 

Reports management involves developing and improving reporting 
systems to provide management with type and quality of reports 
essential to its function; eliminating and preventing nonessen- 
tial reporting; providing simple and direct reporting methods; 
ensuring that instructions, forms, and procedures for necessary 
reporting are clear and complete; maintaining a central reference 
file on requirements for reports and periodically publishing an 
index thereof . 

Correspondence management involves developing and installing form 
and pattern correspondence, correspondexes , and other labor-saving 
techniques or devices; formulating and establishing procedures and 
style standards for uniform preparation and handling of Agency 
correspondence and development of guides for their use; developing 
guides and promotional material for improving the writing ability 
of Agency personnel; and evaluating and promoting use of labor- 
saving stenographic and typing supplies and equipment. 

Forms management involves eliminating nonessential or obsolete 
forms; consolidating forms used for the same or related purposes; 
preventing creation of forms with limited local application by 
extending use of existing forms; simplifying and standardizing 
size and design of forms; reviewing for approval or disapproval 
requests for new or revised forms; assigning numbers and titles 
and registering approved new or revised forms; preparing and pub- 
lishing periodically a numerical, functional, and alphabetical 
listing of all active Agency forms; eliminating unnecessary or 
wasteful printing and duplicating practices; and centralizing pro- 
curement, storage, and distribution of forms. 

Records systems management involves evaluating, developing, or 
applying new methods of records maintenance and servicing to effect 
increased efficiency and reduced costs and to facilitate eventual 
disposition of records; determining that records facilities are 
adequate; establishing standards for maintaining current records in 
terms of physical location, types of equipment and supplies, and 
personnel utilization; and determining adequate methods of receiv- 
ing, recording, routing, and delivering Agency mail. 


2 
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PERSONNEL 
2 April 1956 

Vital materials management involves advising and guiding officials 
responsible for selecting materials vital to reconstruction of the 
Agency; determining media and frequency of deposit; establishing 

indexing and filing systems; and developing disposition instruc- 
tions. 

Records disposition involves identifying and classifying Agency 
documents, letters, reports, forms, charts, maps, books, pamphlets, 
manuals, photographs, illustrations, etc. as to location, volume, 
and function, and determining whether such material is record or 
nonrecord in character; determining and recommending disposition 
by permanent preservation, microfilming, destruction according to 
applicable laws and regulations, or removal from office areas to 
less expensive Records Center storage. 

Records Center operations involve providing facilities of a storage 
area less expensive than operational units for noncurrent Agency 
records, including accessioning, reference, and disposal functions. 

The Records Management Program is carried on by Records Management 
Officers and Records Management Assistants: (l) In operating seg- 
ments of the Agency, with responsibility for direction, supervision, 
or performance of work involved in promoting, planning, developing, 
organizing and administering the records management program for the 
area within the framework of policies and procedures developed by 
the Records Management Staff; or (2) in Records Management Staff, 
with responsibility for directing and coordinating the Agency 
Records Management Program by providing basic plans, policies, pro- 
cedures, and staff guidance for their application to area programs; 
promoting installation of programs with Agency officials; and con- 
ducting surveys and operational audits in problem areas of records 
management. 

11 • POSITION PROGRESSION’ AND RECRUITMENT SOURCES 

Potential recruitment sources, as well as promotional or lateral transfer 
possibiiities to and from subject positions, are shown on the attached 
position progression diagram. 

HI* CLASSIFICATION OF POSITIONS 

Positions in this series are classified in accordance with the evalu- 
ation factors on the attached Position Evaluation Chart and in quali- 
fication requirements stated below. 
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PERSONNEL 
2 April 1956 


IV. QUALIFICATION REQUIREMENTS 

A. KNOWLEDGES, ABILITIES, AND EXPERIENCE REQUIRED 

Required experience must include progressively responsible work 
■which, provided, for GS-5 and GS-7 levels, analytical ability; 
ability to express ideas orally and in writing; and ability to 
deal effectively with people. 

For levels GS-9 through GS-12, experience must also have provided 
progressively greater knowledge of methods, principles, and prac- 
tices associated with planning, development, installation, and 
administration of a comprehensive records management program as 
found in large government agencies or in private industrial or 
business concerns; progressively increasing ability to recognize 
and define records management problems; ability to use effectively 
the tools, methods, techniques, procedures, and practices employed 
in reports, forms, and correspondence management, mail control, 
reference service, records maintenance, files standards, dispo- 
sition of records, and vital materials operations. 

The GS-12 level also requires ability to plan and organize surveys; 
ability to assume and delegate responsibility; and ability to de- 
velop regulations, notices, staff studies, handbooks, and other 
forms of written material designed to implement records management 
procedures and practices . 

For levels GS-13 through GS-15, experience must also have pro- 
vided ability to interpret decisions, regulations, policies, and 
instructions in terms of their significance and impact upon the 
internal administration of a large organization; ability to effect 
adequate solutions to complex records management problems; ability 
to design, install or revise records management methods, procedures, 
and practices; ability to establish and maintain favorable working 
relationships with top executive personnel. 

Examples of Experience; Business administration, supply admin- 
istration, personnel administration, accounting, auditing, fiscal 
administration, other experience providing a knowledge of general 
business or administrative methods, procedures, and practices; re- 
ports management, forms management, correspondence management, 
mail control, reference service, records maintenance, files 
standards, disposition of records, and vital materials programs; 
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preparation of records management handbooks or textbooks; or such 
administrative activities as organization and methods examining, 
program analysis, library science, and archival science. 


GENERAL REQUIREMENTS 


Grade 

Level 

Required 

Experience 

GS-5 

3 

yrs. 

GS-7 

4 

yrs. 

GS-9 

5 

yrs . 

GS-11 

6 

yrs. 

GS-12 

7 

yrs . 

GS-13 

8J 

yrs. 

GS-14 

10 

yrs .. 

GS-15 

12 

yrs. 

*In addition to 

expe: 


ALTERNATE REQUIREMENTS 

Specialized Agency experience as an 
incumbent of a position directly' asso- 
ciated with substantive records manage- 
ment work . 


6 months 
6 months 
level 
12 months 
level 
12 months 
level- 
12 months 
18 months 
18 months 
24 months 


at the GS-4* grade level, 
at the GS-5* or GS-6* grade 
or any combination thereof . 
at the GS-7* or GS-8* grade 
or any combination thereof . 
at the GS-9* or GS-10* grade 
or any combination thereof . • 
at the GS -11* grade level, 
at the GS -12* grade level, 
at the GS-13* grade level, 
at the GS-l4* grade level. 


was based. 


B . ALLOWABLE SUBSTITUTIONS FOR REQUIRED EXPERIENCE 


1. Successful completion of undergraduate study in such fields 

as: Public administration, business administration, industrial 
engineering, industrial management, political science, personnel 
administration, archival science, organization and methods ex- 
amining, or records management may be substituted on the basis 
of one academic year of study for nine months of required experi- 
ence . 


2. Successful completion of all requirements for a master's degree 
in the fields shown above may be substituted for four years of 
required experience . 

3. Successful completion of all required study for a doctor's 
degree in one of the fields shown above may be substituted for 
five years required experience. 
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C. PERSONAL CHARACTERISTICS 

Emotional stability, cooperativeness, conscientiousness and de- 
cisiveness in action; ability to exercise initiative and to main- 
tain favorable working relationships with others. 

D. PHYSICAL CHARACTERISTICS 

Duties involve no unusual physical demands. Incumbents must pass 
the standard departmental" physical examination conducted by the 
Agency Medical Office, and the standard "overseas" physical exami- 
nation, if being considered for overseas assignment. 

E. RECOMMENDED training 


A. For GS-5 to GS-7 


1. Basic Orientation 

2. Administrative Procedures 
3 • Reading Improvement 

B . For GS-9 to GS-11 




1. Basic Orientation 

2. Operations Support 
3- Basic Supervision 
4. Effective Writing 

5 • Reading Improvement 

C. For GS-12 to GS-15 

1. Basic Orientation 

2. Operations Support 

3 . Basic Management 
Effective Writing 
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POSITION EVALUATION CHART 
RECORDS MANAGEMENT SERIES - GS - 0306 .0 1 - 00 


GRADE LEVEL DISTINCTIC 


RECORDS MANAGEMENT OFFICER - GS-0306 . 01 - 1 2 


RECORDS MANAGEMENT OFFICER • GS-0306. 01- 


RECORDS MANAGEMENT OFFICER - GS- 0306 .0 1 • 14 


RECORDS MANAGEMENT OFFICER • GS- 0306 .0 I • 1 5 


HIGHEST TYPICALLY NONSUPERVI SORY LEVEL. INCUM- 
AS STAFF SURVEY LEADERS RESPONSIBLE. FOR PLANN IN 

CONFERENCES WITH OPERATIONAL AREA RECORDS MANAGEMENT 
:ERS: OR AS OPERATIONAL AREA RECORDS MANAGEMENT OFFICER 
:s OF BOTH TYPES ARE SIMILAR TO THOSE AT 6S-9. 


INCUMBENTS HAVE STAFF RESPONSIBILITY FOR AGENCY-WIDE 
PLANNING. DIRECTION AND COORDINATION OF SUCH MAJOR ACTIVI- 
TIES WITHIN THE RECORDS MANAGEMENT PROGRAM AS: RECORDS 
SYSTEMS. REPORTS. CORRESPONDENCE MANAGEMENT. FILE STANDARDS. 
VITAL MATERIALS OR RECORDS DISPOSITION: OR. AREA RESPONSI- 
BILITY FOR A COMPLETE RECORDS MANAGEMENT PROGRAM OF MAJOR 
AGENCY COMPONENTS. 


INCUMBENT. AS DEPUTY, SHAR 
RECORDS MANAGEMENT PROGRAM 
ON PROGRAM DEVELOPMENT. STAFFING. AND TRAINING NEEDS: AND 
IS ALSO RESPONSIBLE FOR PLANNING. DIRECTING. AND COORDINATINI 
SEVERAL SPECIFIC ACTIVITIES OF THE RECORDS MANAGEMENT PROGRAI 
REPORTS MANAGEMENT. CORRESPONDENCE MANAGEMENT. FILE STANDARD! 
RECORDS SYSTEMS. AND VITAL MATERIALS. 


INCUMBENT FORMULATES AND DEVELOPS POLICIES ANO STANDARDS 
FOR ADMINISTRATION OF AN ACTIVE RECORDS MANAGEMENT PROGRAM 
IN DEPARTMENTAL AND FIELD AREAS OF THE AGENCY : SELECTS 
NECESSARY TECHNICAL STAFF TO CARRY OUT SPECIFIC PROGRAMS 
AND TO OPERATE THE RECORDS CENTER: DIRECTS DEVELOPMENT OF 
REGULATIONS. HANDBOOKS. AND INSTRUCTIONAL MATERIAL PER- 
TAINING TO ALL PHASES OF RECORDS MANAGEMENT: ADVISES AGENCY 
OFFICIALS OF APPLICATION OF FEDERAL LAWS. REGULATIONS. AND 
PROCEDURES TO RECORDS MANAGEMENT PROBLEMS OF THIS AGENCY: 

TRY ANO PUBLIC ADM I N.l STR AT I ON . 


I . SCOPE AND EFFECT 


AFF OR AREA OFFICERS): ORGAN I ZA* 
OLLOWING CHARACTERISTICS: WIDE 
I.OPIES OF RECORDS. E.G.. FISCAL 
RESTRICTIONS. E.G.. THE RECORDS 

. TYPICAL WORKLOAD DATA: 


TIONAL SEGMENTS WITH THE 
DISTRIBUTION OF NUMEROUS 
RECORDS: NUMEROUS SECUR I T 
MANAGEMENT OFFICER WITH PR0< 

ACCESS TO MANY RECORDS AND f 
150-300 CONTROLLED FORMS: 2.000-4.000 PIECES OF FI 
MENT: 75- 200 CORRESPONDENCE HANDBOOKS DISTRIBUTED: 
ITEMS ON THE DISPOSITION SCHEDULE: 20-40 FILE SERI 
THE VITAL MATERIALS PROGRAM: 40-100 CONTROLLED INT 
REPORTS. ERRORS OR OMISSIONS MIGHT CAUSE EXTENSIY 
THE RECORDS MANAGEMENT PROGRAM, IN VIEW OF THE VOL 
RECORDS ACTIVITIES. 


ZATIONAL CHANNELS. ARE 
A MAJOR AGENCY COMPONEN 
POLICIES. PROCEDURES. D 
UPON THE OVERALL RECORO 
ERRORS OR OMISSIONS IS 


AFF OFFICER): THE PROGRAM IS 
JTS ACROSS COMMAND AND ORGAN I- 
F RESPONSIBILITY (AREA OFFICER 


4AGEMENT PROGRAM. 


S REFLECT DIRECTLY 


MANAGEMENT ACTIVI 
WOULD BE AGENCY- ■ 


THE PROGRAM INCLUDES ALL 
>F THE AGENCY. ERRORS OR ON 
: RECORDS MANAGEMENT PROGRAM 


AREA OF RESPONSIBILITY: THE INCUMBENT HAS FULL RESPONSI- 
BILITY FOR THE AGENCY RECORDS MANAGEMENT PROGRAM. IM- 
PROVEMENTS ATTAINED IN RECORD MAKIN6 AND RECORD KEEPING 
HAVE A CONTINUING EFFECT ON DIRECT MID INDIRECT ECONOMIES 
OF TIME AND MONEY. AUTHORITY TO DESTROY RECORDS IS 
GRANTED BY CONGRESS THROUGH THE NATIONAL ARCHIVES. IN- 
CUMBENT EXERCISES AUTHORITY FOR THIS AGENCY. CONSEOUENCE 
OF ERRORS OR OMISSIONS IS ESSENTIALLY THE SAME AS FOR 


FREQUENTLY ARE OF A TYPE TO 
HAVE ONLY THE MOST GENERAL A 
GENERAL RECORDS MANAGEMENT P 


R LEVEL EXCEPT THAT PROJECTS 
4 GUIDELINES AND EXPERIENCE 
CATION. PRIMARY GUIDES ARE 
IPLES. PRECEDENT CASES. ETC. 


TECHNICAL SUPERVISION 

ADEQUACY OF ACCOMPLISHMENT. 


MARILY IN TERMS 


UNDER ADMINISTRATIVE AND TECHNICAL SUPERVIS 
RECORDS MANAGEMENT STAFF. INSTRUCTIONS ARE 
TURE. RELATING TO PROGRAM OBJECTIVES. WORK 
CONFORMANCE WITH TECHNICAL AND ADM I N I 5 TR AT I 
LI SHED BY THE AGENCY. 


UNDER GENERAL ADMINISTRATIVE SUPERVISION 
MANAGEMENT STAFF. INSTRUCTIONS ARE GENE 
RELATE TO ESTABLISHMENT OF MAJOR POLICIE 
ONLY MAJOR POLICY OR PROCEDURAL QUESTION 
SUPERIOR WHEN THERE IS NO PRECEDENT FOR 


ARE REFERRED 1 


STAFF OFFICERS AT THIS LEVEL PARTICIPATE IN PLANNING SURVEYS 
AND STUDIES. MAKE ASSIGNMENTS. ORGANIZE CONFERENCES WITH ARE! 
OFFICERS. AND EXERCISE TECHNICAL SUPERVISION OVER LOWER GRADE 
RECORDS MANAGEMENT PERSONNEL. AREA OFFICERS MAY EXERCISE AD- 
MINISTRATIVE AND TECHNICAL SUPERVISION OVER LOWER GRADE REC- 
ORDS MANAGEMENT PERSONNEL. 


INCUMBENTS USUALLY P 


.OVER GRADE 


.L PERSONNEL ASSIGNED 
r RECORDS MANAGEMENT 


. MENTAL DEMANDS 


ESSENTIALLY THE SAME AS AT TH 
ATIVE APPEARS AS A RESULT OF 
PROBLEMS SURVEYED OR SERVED. 


HOWEVER. GREATER I 




EXERCISED TO ENSURE EFFECT IV 
MANAGEMENT PROGRAM. 


ACCOMPLISHMENT O 


5. PERSONAL WORK CONTACTS 


4 ACCEPTANCE 


OF GENERAL RECORDS N 
BENEFITS: SECURIF 


FAVORABLE 


IMPROVEMENT AND RESULT 

ITT I TUDE TOWARD SURVEYS OR APPROVAL OF SURVEY RESULTS: AND 
40LDING PERIODIC CONFERENCES WITH RECORDS MANAGEMENT OFFICERS 
IN OPERATING AREAS TO IMPART INFORMATION ON NEW AND IMPROVED 


IECORDS M ANA GEM E 
IND IMPROVEMENT 
>US COMPONENTS 0 


IT PROBLEMS ANO T 
iF THE RECORDS MA 
THE AGENCY. AS 


i STIMULATE ACCEPTANCE 
IAGEMENT PROGRAM IN VARI- 
CHIEF RECORDS MANAGEMENT 
NG WITH THE REQUIREMENTS 
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DRAFT 



MEMORANDUM FOR: Executive Director-Comptroller j 

i ! 

SUBJECT : Records Purge - Policy Issues ; 

j j 

1. This memorandum presents certain issues which tend to impede 
the progress of the records purge. Other issues and questions will be 

submitted separately. Recommendations for your approval are contained 

: | 

in paragraph 7 . j 

2. One of the major complications impeding the progress of the 
records purge is the identification of the true scope of the problem. 

We have four major categories of material stored at the Records Center, 
but only one of them qualifies technically for records center storage. 
At the end of February 1969 the Agency's record holdings totalled 
101,643 cubic feet: Supplemental Distribution 20,333 cubic i feet (most 
of which is currently stored at Suitland) ; Vital Documents 9,169 cubic 
feet; Inactive Records 64,975 cubic feet; and Archives (including 
materials identified for Presidential Libraries) 7,166 cubic feet. 

The inactive records category is the only one which is a valid part of 
a records program and is the only one which should be considered eli- 
gible for records center storage. 

3. Supplemental Distribution (20,333 cubic feet) 

a. The Supplemental Distribution category is composed 
. of extra copies of finished intelligence publications which ; 
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have been distributed throughout the Intelligence Community 
and, in some cases, the Federal Government. Some individually 
determined quantity of each of these publications is held in 
reserve to satisfy requests from customers for extra copies or 
additional distribution. There is a high turn-over as indi- 
vidual publications are re-issued, up-dated, or revised. 
Activity averages 250 services a day. 

b. The Records Board is reviewing with the publishers 
the quantities required for each publication and exploring the 
feasibility of microfilming some. They expect to be able to 
accomplish some reduction but the high rate of activity and 
turn-over probably will preclude any significant gain. 

c. Responsibility for storing and distributing these 
publications was accepted by the Records Center several years 
ago when the volumes were much smaller and space was not a 
problem. The Records Center has continued to furnish the stor- 
age and distribution service over the years because it repre- 
sents a convenience to the Agency and records center storage 
space has been the cheapest kind of available space suitable 

to the activity. 

d. Nevertheless, the problem is not a records problem. 
It is a problem of distribution and space. It should not be a 


2 
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part of the Records Program and neither the Records Management 
Board nor the Records Administration Branch should be held 
accountable for its solution. Responsibility for resolution 
of the distribution problem should be transferred to the Intel- 
ligence Directorate and responsibility for the space problem 
should be transferred to the Logistics Services Division. 

e. Admittedly this does not solve the problem for the 
Agency. It does clarify and limit the scope of the records 
problem and put it in a more proper perspective. 

f. Several times in recent years the possibility of 
transferring custody to the Intelligence Directorate or the 
Printing Services Division has been considered and rejected 
because they have neither the administrative facilities nor 
the apace to handle it and space at the Records Center is much 
cheaper '•than space in the Printing Services or headquarters 
buildings. Space at the Records Center has never before been 
as critical as it is now and these alternatives may be worth 
reconsideration. We may also want to consider renegotiating 
with GSA for an extension of the agreement to use space in the 
Suitland records center, although they would be more amenable 
to accepting material other than Supplemental Distribution for 
the reason that they consider such material ineligible for 
Records Center storage. 

3 
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4. Vital Documents (9,169 cubic feet) 

a. Vital documents are documents selected by the various 
components of the Agency as being essential to the reconstitu- 
tion and continued operation of the Agency in the event a catas- 
trophe strikes the headquarters building. They exist as a j 


5X1 A 

Communications and to save manpower. (A GS-12 position was 
eliminated and three clerical positions were absorbed into the 
Records Center operation) . 
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b. The entire Emergency Planning Program of the Agency . 
requires reexamination. The technology of modern weaponry is ! 
generally considered to have overtaken plans to relocate an 

emergency force in event of enemy attack and other consicera i 

! 

tions of continued operation are completely out of phase with i 
relocation plans. Computer tapes are stored, for example, but j 
there is no facility to use them in the event of relocation or 
even in the event of a natural disaster affecting the head- 
quarters building. NPIC stores about 3,000 cubic feet of 

| 

Vital Documents at the Records Center but only one small ele- 
ment of NPIC plans to relocate The remainder is 25X1 A 

expected to go to the Department of Defense. 

c. Whether the total emergency planning program is 
changed or not, the vital documents portion should be re-evaluated 
in its own right. A large percentage of the vital documents 
storage is duplicated elsewhere in Records Center deposits. 

This would be a reasonable duplication if the vital documents 
were deposited elsewhere but it is not so reasonable when they 
are housed under the same roof with the rest of the Agency’s 
records where the duplicates also reside. is to 25X1A 

continue to serve as the relocation site, serious consideration 
should be given to disposing of the entire collection of vital 
documents. If the relocation plan is changed, this collection 
should be relocated accordingly. 
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d. In any case, vital documents are not a legitimate 
part of the Agency Records Management Program and the Records 

i 

Management Board and the Records Administration Branch should j 
be relieved of responsibility for dealing with them. That j 

responsibility should be assigned to the Emergency Planning j 

Officer and he should be charged with producing suitable alter- 
native solutions to the problem. Even if the conclusion is that, 

i I 

they should be retained in the Records Center, they should be j 
excluded from the Records Program and from the responsibility ! 
of the Records Management Board and Records Administration 
Branch. 

5. Archives (7,166 cubic feet) 

a. Archives are historical documents which must be kept j 
permanently. They are different from inactive records. They . ; 
are historically and scholastically significant while inactive 
records are operationally and administratively significant. 

They are the permanent historical documentation of the Agency 
while inactive records are temporary extensions of headquarters 
file space. Archives are administered differently, require a 
higher quality of storage space to ensure their permanent 
preservation, and require a different kind and frequency of 
servicing than other categories of records. The basic premises 
of permanent archival retention are in direct conflict with the 


C C p ry 
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basic premises of records disposition. The objective of one. 
is to retain and the objective of the other is to dispose. 

b. At the present time the Agency has no approved 
archives policy. In the absence of such a policy the prede- 
cessor Agency Records Administration Officer on his own ini- 
tiative started to segregate these documents in the Records 
Center, and to organise and index them into an archival collec- 
tion separate from inactive records storage. He took this 
action in 1959 after the Director of Central Intelligence 
instructed that all archival materials of predecessor organi- 
zations be removed from the National Archives. It was given 
after the fact recognition in the 1963 issuance 

which says that "The Agency Records Center shall be a facility 
for storing, processing and servicing retired Agency records, 
and will serve as an Agency archival facility." 

c. In addition to the 7,166 cubic feet of material 
already segregated as archival and Presidential Library 
material, there is the material of OSS and predecessor organi- 
zations recalled from the National Archives in '1959 which 
totals about 9,000 cubic feet. Among the Inactive records 
there is another 15,000 cubic feet which has been scheduled 
for permanent retention. This 24,000 cubic foot volume awaits 
screening by archivists and historians to determine precisely 
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what documents are truly archival and which ones can be: 
destroyed. Until they are screened, the total volume must 
be considered as part of the archives. In effect, therefore, 
we have 31,000 cubic feet of archival material instead of 
7,000; and we have 41,000 cubic feet of inactive records in- 
stead of 65,000. 

d. During the purge there have been several cases 
where a box by box review of materials has been conducted. 

This experience shows that it takes an average of about 3 man 
hours to review one box (1 cubic foot) of material. At this 
rate it will require about 72,000 man hours to screen the 9,000 
cubic feet of OSS materials and the 15,000 cubic feet of in- 
active records scheduled for permanent retention. Using 250 
working days a year for purposes of calculation, there are 
2,000 man hours available per year and it will require about 

36 man years to do the screening. Sooner or later this must 
be done. There is no way to avoid it if we are to comply with 
legal requirements. In the process of the screening, rough 
estimates suggest that only about half of the 15,000 cubic feet 
identified for permanent retention will really qualify for 

archival retention. 

/ 

e. Screening must be done by professional officers. 

It cannot be left to clerks in the Offices or at the Records 

8 
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Center. Nine professionals, two from each of the Directorates 

and one from the Office of the Director, can accomplish the 

i 

screening in about four years. 

f. This is a short term approach to the problem. ‘The 
Agency must have a long term archives policy and function. 
Archival materials can be microfilmed but nothing is to be 
gained by doing it because the original document must still 
be retained. 

g. Archives should not be administered by records 
officers whether they are located in the same facility with 
inactive records or not. In the Civil Service General Schedule 
(GS) position standard hierarchy archivists are of a higher 
professional order than records center personnel and the ar- 
chival function should be staffed with professional archivists. 
There should be an archivist and an assistant archivist to 
manage the archives collection and supervise and assist the 
screening process. Three clerical personnel will be needed 

to support the nine professional officers and the two archivists. 

h. Archives require a higher quality space for storage 
than inactive records do, more like a library than a warehouse. 
Compare the National Archives with any records center, for 
example. Long term space planning for the Agency should include 

9 
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space for archival storage unless we plan eventually to turn 
this collection over to the Archivist of the United States'. 

h. Among the materials held at the Records Center, 

i 

the archival collection has the least activity which makes 
it a logical choice for location elsewhere. The archives 
would be suitable for transf f or example, or 

if suitable storage space were available. 
Recent estimates of cost to improve the 

ere set roughly at $300,000 to repair the floor, 
reinforce the footings, shore up the roof, and install lights, 
water, heat and security alarm systems. If this space were to 
be considered for archival storage the cost would go up by an 
additional $250,000 to provide for humidity controls and furnish 
research offices for scholars and historians. 

i. In any case, archives are not properly a part of 
the records program and responsibility for their custody and 
maintenance should be transferred to the Historical Staff and 
the personnel required as described in paragraphs e and g 
above should be assigned accordingly. Suitable space for 
their storage should be sought elsewhere. 

6. Inactive Records (64,975 cubic feet) 

a. If 9,000 cubic feet of predecessor organization 

10 
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records and 15,000 cubic feet of inactive records scheduled 
for permanent retention are transferred to the archives col- 
lection as suggested in earlier paragraphs, there will be about 
41,000 cubic feet of inactive records remaining. This volume 
represents the true magnitude of the Agency's record storage 
problem. This is the only collection which truly qualifies 
for records center storage, and it is this material to which 
the responsibility and interest of the Records Board and Records 
Administration Branch should be limited. 

b. In its next quarterly report the Records Board 
expects to be able to project a potential reduction from July 
1968 to July 1969 of about 20,000 cubic feet overall, from 
about 104,000 to about 84,000 cubic feet including all 4 cate- 
gories of material now stored at the Records Center. To 
achieve this objective of a 20,000 cubic foot reduction it will 
be necessary to dispose of 30,000 cubic feet to offset the 
annual growth. There will be no purging of the 7,000 cubic 
feet currently identified as Archives, of course, and only 
nominal reduction in the Vital Documents with a somewhat 
larger percentage in the Supplemental Distribution. Most of 
the gain will come through reduction in the inactive records 

t 

and it is this fact that is most distressing to the archivists 
and the historians because of the danger they foresee that 
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documents with historical value will be inadvertently 
destroyed. 

c. The only sure way to guard against inadvertent 
destruction is to conduct a box by box review of the inactive 
records. This has not been done, nor is it considered prac- 
tical to do so because of the time and manpower it would take. 
(41,000 cubic feet at 3 hours per box = 123,000 man hours = 
about 62 man years) . The purge thus far has been conducted by 
reviewing records schedules and changing retention periods and 
destruction dates and it is expected that this system will con- 
tinue until the current purge drive is completed. (Purging is 
a continuing process. 55,000 cubic feet were routinely purged 
during the years 1963-1967) . 

7. Conclusions and Recommendations 

a. Settlement of these issues will not solve the space 
problem. It will properly delineate the scope of the records 
storage problem, but this is only part of the records manage- 
ment problem of the Agency. Other issues will be discussed in 
a separate paper. 

/ 

b. It is recommended that: 

(1) Responsibility for the custody and adminis- 
tration of the Supplemental Distribution documents be 

12 
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assigned to the Deputy Director for Intelligence. 

I 

(2) Responsibility for the custody and admin- ! 

j 

istration of Vital Documents be assigned to the Emer- 
gency Planning Officer. 

(3) The entire relocation plan be re-examined. 

(4) The Vital Documents either be relocated or j 
destroyed and reliance placed on inactive records to 1 

25X1 A 

(5) Responsibility for custody and administration 
of the 7,166 cubic feet of archives, the 9,000 cubic feet 
of predecessor agency records, and the 15,000 cubic feet; 
of inactive records for permanent retention be assigned 
to the Historical Staff. 

(6) The Office of the Director designate one, 
and each Directorate designate two experienced profes- 
sional officers to begin screening the 24,000 cubic feet 
of predecessor agency and inactive permanent records for 
incorporation into the archives. 

(7) Positions be established for an archivist, 
an assistant archivist and three clerical personnel to 

i 
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manage Che archives and supervise the screening 
process. j 

(8) The Deputy Director for Support seek space 
elsewhere for handling Supplemental Distribution; 
accommodating a permanent archives function and archival 
storage; and accommodating Vital Documents if they are 
to be retained. 

(9) Responsibility of the Records Management 
Board and the Records Administration Branch be limited 
to the remaining 4/, 000 cubic feet of inactive records 
insofar as the storage element of the total records 
program is concerned. 

R. L. Bannerman 
Deputy Director 
for Support 

Approved: 


L. K. White Date 

Executive Director-Comptroller 
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